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Making changes to an employee’s timecards is a simple process. This guide will review how to
approve, review and send email reminders regarding an employee’s timecard. It will also review how
to add or remove the ability to batch approve timecards. Let’s get started!

Editing Timecards

To edit employee timecards, select “Edit Timecards” from the Time Management tile on the Main
Menu.

Time Management
® Time and Attendance

® Timecard Search

8 Who's Clocked In/Out

B Reporis

B Generate CSV File

B Create a Payroll Transaction

8 Create a Direct Import Payroll Transaction
B Time-Off Requests

u Scheduling

From the Time and Attendance Menu, you have the option to select “Edit Timecards” under the “Use
Time and Attendance” section.

@ Use Time and Attendance

Edit Timecards

Edit time for employees in the selected pay period.

Timecard Search

Search employee timecards.

Timecard Import
Import punches, hours or dollars for employees using CSV format.

Delete Timecard Import
Delete timecard import files added in error.

Import Center

View the status of timecard import files.

Auto Load Earnings to Timecard
Set up hours or dollars to be automatically added to employee timecards for a specified date.

View Auto Load Earnings History
View history of changes to auto load earnings.

Who's Clocked InfOut

View employees who are currently clocked infout.
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First, you'll want to select the Pay Class to edit. Pay Classes establish a set of rules for how a group
of employees will be paid, including important information like overtime calculations and whether
time should be rounded up or down. Pay Classes are user specific and only display those to which
you have access.

The system will default to “Periods” for “Unit of time.” Another option, “Weeks” is available and may
be selected from the drop-down. Press “Select” to continue.

% ) Edit Timecards

Select a Pay Class
Pay Class | salary [PC1) v |
Unit of time [ Periods (default) |

Enter Hours for All Employees in Access Group ALLDEPTS

Hours (

Effective Date |02/08/2017 |

Pay Code

v

From the next screen, you're able to filter your employee search by narrowing which employees
appear. For example, search only Active or Non-Active employees or specify that the “Lastname
equals Smith.”

Select the period to edit from the “Selected Period” drop-down. Then, you can check the box next to
the employee for whom you wish to edit or view their timecard.

Selecting the “Render Totals” box will display the employees’ total hours and OT hours in the
respective columns.

You can edit the timecard(s) of the selected employee(s), whether it’s adding missing punches or
approving the timecard for payroll processing, by selecting “Edit Timecards” from the Actions drop-
down menu.

Note: Clicking directly on an employee’s name will take you to that employee’s timecard and load all
employees’ timecards from the pay class into the Timecard Editor.
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#%  Edit Timecards

Filters
Selected Pay Class [Pc1] salary

(Change)
Filter ‘—v‘ And

[Lastname vi= v
Selected Period | 02/06/2017- 02/19/2017 (Current Period) v \]
Render Totals m} ]

Select Employee Timecard(s)

Showing (3 of 3)

Actions v

Employee Badge Number Status Department Pay Type Schedule Group Number of Entries @ Total Hours
[] | ADAMS, FRANK (L099) A 000 s
[] | ALLEN, KARA (A036) T 100 H Operations
[] | IvANS,RANDY (AD25) A 100 H Operations
Total 0.00 0.00

The Timecard Editor screen allows you to edit employee’s timecards. To choose a different

employee’s timecard, select their name from the drop-down menu or simply select the “>" arrow
button.

#* Edit Timecards Timecard Editor

ﬁamms, FRANK (L039) = |] n 1of2 m 1171472016 - 11/27/2016 (Current Period) []
Name ADAMS, FRANK (LD99) Pay Period TT/14/2016 - 11/27/201 6 (Current Period)
Status ACTIVE Badge Number Hire Date 10/27/2016
Dept 200 Position Marketing Coordinstor Pay Type Salary
Schedule Group Exception Code 100
Full/Part Time Full Time Labeor Allocation Chicago-Genesal-Marketing Pay Class PC1

Pay-Period Summary | CalcDetail  Schedule Detail  Audit Detall  Accrual Information | Exception Detail

Legend
Actions

+mm| |+AddPu|d|Pu| |+Add}hus| |+MDnllnls‘ |+m&ﬁun-lmcm.m

MON (11/14)

TUE(11/15)
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To select a different time period, choose the correct period from the drop-down or use the “Prev” and
“Next” buttons. The period will be displayed at the top of the timecard.

% EftTimesads | Timecard Editor
|Apems, FRANK (L099) - Tof2 [m [11/14/2016 - 11/27/2016 (Current Period) [ m ]
Name ADAMS, FRANK (L099) (Pay Period 117122015 - 1172772016 (Current Pericd) )
Status ACTIVE TI0gE Mumsar Hire Date 10/27/2016
Dept 900 Position Marketing Coordinator Pay Type Salary
Schedule Group Exception Code 100
| FulljPart Time Full Time Labor Allocation Chicage-General-Marketing Pay Class PC1
LA
Pay-Period Summary | CalcDetall  Schedule Detail  AuditDetal  Accrual Information | Exception Detail
Legend
Actions
|+.wnmn‘ |+mmm‘ |+Mdlhu's‘ |+.wnn||us| |+munmoum
MON(1/14)
TUE(11/15)

To add punches, select “Add Punch Pair.” This option allows you to add corresponding in and out
punches simultaneously. Note: You also have the option to add punches individually by using the
“Add Punch” option. After selecting “Add Punch Pair,” a new section will display at the top of the
screen where you can enter the timecard information.

Legend
Actions

‘ == Add Punch ‘ | == Add Punch Pair

‘+Addels| |+lddDolIi|s ‘ ‘ = Add/Edit/Delete Comment ‘

First, select the day or date range for which you would like to add the punch pair. You can choose to
have a new punch entered on a timecard default to the current date. If this is a new pay class, then
the system will automatically default to the current date; however, if the pay class if not new, you will
need to contact your dedicated specialist to enable this.

Eliminate adding punches on weekends by checking the “Exclude Weekends” box. Then, select the
type of punch under the New Punch Pair drop-down menu, and enter the time you want the punch
pair to record, using military or standard time. The Paycom system will convert the entry into the
appropriate time punch automatically.
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Pay-Period Summary | Calc Detall  Schedule Detail  Audit Detail  Accrual Infarmation | Exception Detail
Actions
|+Addhn:i|| |+MP|n'.th'l| |+Mdl'hus| |+.MHDnIh.|s| |+mmm‘mcmmn
[Dav[sl [11/21/2016 | To [00/00/0000 | [ Exclude Weekends ]
Locations |Sea':'| or Make Selection - I
Jobs |Search ke Selection -|
Department |Search ke Salection -
New Punch Pair [Day [v] mn[ogoo  |our (7o | Comment | |
Pay Code [search or Make Selection - Tax Profile |Search or Make Selection - |

Next, you can choose to attach the punches to a specific earning. If this is left blank, then the
earning “R” (Regular) will be used. The punch can be tied to a specific department or Tax Profile;
however, if these fields are left blank, it will use the employee’s home department and default

profile.
New Punch Pair [ Dy [+|moso0  |our 1700 |
[ Pay Code [ - ]]

Note: Departments and Tax Profiles may only be applied to “IN” punches.

If you are a Multi-EIN customer and have employees who will clock in to different payroll profiles,
select the appropriate profile from the “Payroll Profile” drop-down.

| Pay-Period Summary ‘ Calc Detail | Schedule Detail | Audit Detail | Accrual information
Legend
Actions
| = Add Punch ‘ ‘ = Add Punch Pair | =+ Add Hours ‘ ‘ =+ Add Dollars ‘ ‘ = Add units ‘ ‘ = Add/Edit/Delete Comment | | Hide Deviation

Day(s) |0213/2017 | To |00/00/0000 | [] Exclude Weekends

Department |search or Make Selection -

Payroll Profile <)
New Punch Pair | pay v|injosoo  |ouT 1700 | Comment
pay Cod Tax Profil AABC MCC PAYROLL PROFILE 2 - [05252]

ode Search or Make Selectic - ax Profile
“ |search o Make Selection J ABC MOC PAYROLL PROFILE 4-[0T030]
‘ Cancel Add Punch Pair

You also can add a comment that will be linked to that punch. You can batch-add comments across
multiple days for multiple employees. This is beneficial if you want to record snow days or other
types of business closings across multiple days and employees.
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When you've finished, click “Add Punch Pair.”

Actions
|+Mdmmh‘ ‘+Mde|:hF'iir ‘+AddHnus‘ |+AddDdIns||‘+Md]EMelemmm\em ‘I

Day(s) |10/26/2016 | To [11/04/2016 | ¥ Exclude Weekends
Locations |search or Make s -
Jobs |searcho -
Department |search or Make Selection - |

New Punch Pair | pay ]| mfosoo  |our[1700 | Comment |

Pay Code |search or S - | Tax Profile |search or Make selection -

DST Flag | |

| Cancel ‘ I Add Punch Pair I

The punches will be added and show the number of hours on the dates selected. If the system

automatically calculates a lunch period, you will not need to adjust the timecard. If it doesn’t, you will

need to add a punch for lunch.

Date Pay Code IN Allocation (#ax) out IN Allocation (tax) our Hours Total Hours Dollars
MON (10/24)
TUE (10/25)
WED (10/26) 08.00 AM Oklahom... 105:00 PM 9.00 9.00
THU (10/27) 08.00 AM Oklahom... 05:00 PM 9.00 9.00

Exceptions

® 5]

To do so, follow the same method as previously outlined, except this time you will select “Lunch”

from the New Punch Pair drop-down menu. Then, enter the lunch period and select “Add Punch

o
Pair.
Actions
| = Add Punch | | = Add Punch Pair | = Add Hours ‘ ‘ = Add Dollars ‘ ‘ = Add/Edit/Delete Comment
Day(s) |10726/2016 | To [11/04/2016 | 4 Exclude Weekends
Locations |search or Make Selection - |
Jobs |search o - |
Department [search o -|
New Punch Pair ltunen [M|our 1100 | inf1zoo | Comment |
Pay Code [search or Selection - Tax Profile |search or Make Selection -|
DST Flag ‘
= =

The timecard will then accurately reflect the employee’s workdays.

Actions
‘+Mmrd|| |+AddF'|.n|:hPair |+AddHous| |+Adan|Iars‘ ‘+Md]€ma|umﬂunn\em‘
Date Pay Code IN Allocation (tax) out IN Allocation (tax) out Hours Total Hours Dollars Exceptions -] ]
MON (10/24)
TUE (10/25)
WED (10/26) 08:00 AM Oklahom... 11:00 AW 12:.00 PM Oklahom... 05:00PM 8.00 8.00
THU (10/27) 08:00 AM Oklahom... 11:00 AW 12:.00 PM Oklahom... 05:00 PM 8.00 8.00
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If a punch is missing, you’ll notice a question mark symbol “??.” This occurs when you add punches
to the timecard individually. Clicking on the “??,” will take you to a screen that allows you to add the
missing punch for that employee.

MON (08/31) [ 0800 AM Chicago... ) ] 0.00 0.00 &

TUE (09/01) 08:00 AM Chicage... 0.00 0.00 @

I3

To add Regular, Vacation, Sick or PTO hours for an employee, rather than clicking “Add Punch Pair,”
select “Add Hours.”

Select the day or range of days in which to add the hours. To make it easier, you can choose to have
a new punch default to the current date. To enable this feature, contact your dedicated specialist.
Within the “Pay Code” drop-down select the type of hours to add (Vacation, Sick, etc.). The default
Pay Code is Regular.

Next, enter the number of hours and then tie them to a Department and a Payroll Profile (if
applicable), add a Comment and specify a Tax Profile, if you wish. Then, click “Add Hours.”

Actions
‘-l-MdPumh‘ ‘-l-AddechPair ‘+Aﬂdels| |+Man|Iars| |+MdedtlDe|e(ecmmem

Day(s) |10/26/2016 | To [11/04/2016 | M Exclude Weekends
Locations |search or Make Selection -
Jobs |search or M -
Department |search or Make Selection -
Comment |

Pay Code |Reqular [R] - Tax Profile |search or Make Selection v

New Hours |8.00 |

| cmen |

These hours will be added and display the Pay Code and number of hours on the date(s) selected.

Date Pay Code IN Allocation (fax) our IN Allocation (fax) our Hours Total Hours Dollars Exceptions ®
MON (10/24) Rl Regular ‘Oklahom. 8.00 8.00
TUE (10/25) R] Reqular (Oklahom 8.00 8.00
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When entering time by hours, you have the option to have overtime calculated automatically.

To enable this feature, contact your dedicated specialist.

Allocation (tax) Allocation (tax) Total Hours Dollars Exceptions 1
MON (02/16) [Fl Reqular [300}-S... 9.00 .00 i
TUE (02/17) R] Regular [300}5... 9.00 9.00 W
WED (02118) R] Regular [300}8... 9.00 9.00 m
THU (02/19) Rl Regular [300}8... 9.00 9.00 m
FRI (02/20) R] Regular [300}5... 9.00 9.00 m
SAT (02/21)
SUN (02/22)
Weekly Totals 45.00 $0.00
MON (02/23) R] Regular [300}5... £.00 8.00 m
TUE (02/24) Fl Reqular [300}5... £.00 8.00 ]
WED (02/25) IRl Regular [300}5... £.00 8.00 i}
THU (02/26) Fl Regular [300}5.. 8.00 8.00 i}
FRI (02/27) [E] Begular [300}5... 8.00 8.00 i}
SAT (02/28) Rl Regular [300}8... £.00 8.00 W
SUN (03/01) R] Regular [300}5... £.00 8.00 m
Weekly Totals 56.00 50.00
Allocation (tax)
Regular [300] -South-Dallas-Texas-JKL Company 80.00 $35.00 $2800.00
Overtime [300] -South-Dallas-Texas-JKL Company 21.00 §52.50 $110250
Totals 101.00 $3902.50

Another great feature is the ability to view pending time-off requests on timecards. This helps you
ensure all time off has been approved/denied prior to timecards being approved; therefore, making
sure the time off shows on the employee’s timecard and is deducted from their accruals. To enable
this feature, contact your dedicated specialist.

To approve/deny the request, select the “Pending Request” link.

Allocation (tax) Allocation (tax) Total Hours. Exceptions

MON (06/23) Al Reqular [300}S.. 8.00 8.00
TUE (06/24) 7] Reqular [300}s 8.00 8.00
WED (06/25) [2] Reqular [300}-5 8.00 8.00
THU (06/26) Al Reular [300}s... 8.00 8.00
FRI(06/27) 7] Reqular [300}-5 8.00 8.00
SAT (06/28)
SUN (06/29)

Weekly Totals 40.00 $0.00
MON (06/30) A] Reqular [300}-s 8.00 8.00
TUE (07/01) 7] Reqular [300}s 8.00 8.00
WED (07/02) Pending Vacation Request
THU (07/03) 7] Reqular [300}S 8.00 8.00
FRI (07/04) [HOL] Holiday [300}S.. 8.00 8.00
SAT (07/05)
SUN (07/06)

Weekly Totals 32.00 $0.00
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When the link is selected, it will direct you to the Batch Approve Time-Off Requests screen where you

can Approve or Deny the request.

Select All

oo g

|

EE

ANDE

FREM

FREM

FREM

FREM

™

ANDERSEN, ERIKA

ANDERSEN, ERIKA

AMDERSEN, ERIKA

FRESQUEZ, MATTHEW
MARSHALL

FRESQUEZ, MATTHEW
MARSHALL

FRESQUEZ, MATTHEW
MARSHALL

FRESQUEZ, MATTHEW
MARSHALL

Date and Time

07/31/2014

08:00

01/09/2015
08:00

02/12/2015
0800

09/15/2014
0800

09/16/2014
08:00

09/17/2014
08:00

09/18/2014
0800

Department

Clerieal
Clerieal
Clerigal
Marketing
Marketing
Marketing

Marketing

Time Added

07/28/2014

14:45:27

01/09/2013
13:43:22
02/27/2015
13:21:52

09/09/2014
14:00:41

09/09/2014
14:09:41

09/09/2014
14:09:41

09/09/2014
14:08:41

Time-Off

Type

~
<

Vacation

Vacation

Vacation

Vaeation

Vaeation

Vacation

Vacation

Hours.
Requested
~
¢

Hours.
Available
A

v

80.00

Future Hours

Approved

Future Hours
Pending

<

16.00

Net
Available
-

<

20.00

80.00

Projected Net
Available @

<

36.00

20.00

Search Method @ | Employee List (All)

Seich Bppreve m

Quick Search ||

( Approve | Deny )

Approve
Approve
Approve
Approve
Approve

Approve

l l l l l l l E

Den

Approve

Keep in mind, if the timecard has been temporarily locked, you will not be able to click on this link in

order to approve/deny the request, even if you have “Edits Enabled.” The approval process for this

has not changed and the Pay Class will need to be unlocked prior to being able to approve or deny

the request. Once approved or archived, the pending request will no longer show on the timecard.

Additionally, you have the option to receive minimum-wage warnings on employees’ timecards and

proactively correct an underpayment for your tipped employees. These warnings will display on the

timecard, allowing you to make necessary changes prior to approving.

If an employee’s rate of pay does not meet minimum-wage requirements for the state, you will see a

warning at the bottom of the employee’s timecard. The “Add to Totals” option allows you to edit the

amount currently on the timecard.
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Allocation (tax) Allocation (tax) i
MON (04/04) 08:00 AM [300]-8. 05.00 PM 9.00 9.00 .
TUE (04/05) 08:00 AM [30018. 05:00 PM 9.00 9.00 D
WED (04/06) 08:00 AM [300]-8. 05:00 PM 9.00 9.00 .
THU (04/07) 0800 AM [300}. 0500 P11 9.00 9.00 5]
FRI (04/08) 08:00 AM [300]8. 05:00 PM 9.00 9.00 .
SAT (04/09)
SUN (04/10)
Weekly Totals 45.00 $0.00
MON (04/11) 08:00 AM [300}-8. 05:00 PM 9.00 9.00 .
TUE (04/12) 0800 AL [30018: 05:00 FI 92,00 9.00 i
WED (04/13) 08:00 AM [300]-8. 05:00 PM 9.00 9.00 .
THU (04/14) 08:00 AM [30018. 05:00 PM 9.00 9.00 D
FRI (04/15) 08:00 AM [300]-8... 05.00 PM 9.00 9.00 .
SAT (04/16)
SUN (04/17)
WeeklyTotals 45,00 $0.00

Approve Up to Date | 04/04/2016 ¥ |

Pay Code Allocation (tax) Hours Rate Dollars

R Regular [300] -Brook Haven 80.00 5213 $170.40

o Overtime [300] -Brook Haven 10.00 95.96 35055
Totals 90.00 $229.95

Hours for italicized entries are already included in totals once.

This employee’s rate of pay does not meet minimum wage standards

Timecard Totals Rate Below Minimum Wage Gross
Tipped Hours Eamings Min. Wage State State Federal Effective Needed Add
ves 90.00 $229.95 §2.56 Mo 7565 §7.25 §7565 $458.55 Add to Totals

If your company is marked as a tipped establishment and has an earning marked as a “Tip Makeup

Earning,” you have the option to add the amount from the bottom of the timecard.

Select the “Add to Totals” option, then edit the amount on the timecard. The pop-up window defaults

to display what earnings are marked as tipped earnings. Enter the amount necessary for the
employee to meet the minimum wage requirement and select “Add Amount.”

[T TEO0 AT TSOTE. ooy T00 T00 0]
WED (04/13) 08:00 AM [300}B... 05:00 PM 9.00 9.00 .
THU (04/14) 08004 13008 05.00P1 200 200 i}
FRI04/15) 0800 AM 1300}... 05.00PM 200 200 [}
SAT (04/16)

SUN (04/17)
Weekly Totals 45.00 50.00
Approve Up to Date | 04/04/2016 ¥ |
Pay-Period Totals
Pay Code Allocation (tax) Hours Rate Dollars

R Regular [300] -Brook Haven 80.00 $213 $170.40

o} Overtime [300] -Brook Haven 10,00 $5.96 $59.55
Totals 90.00 $229.95

Hours for italicized entries ead) i ance. Pay Code Department

Charge Tips[CHT] | | Default v

This employees rate of pay does not meet minimum wage standards. } g€ Tips [CHT] [

Date Location
Timecard Totals Rate Below TP
lo4n17/2016 || None -
Tipped Hours Earnings Min. Wage State State S Add
‘Amount
Yes 90.00 $22995 $2.56 Mo $7.65 ——
45855 | (
. Comment L
el e Add an optional commen‘ |
Batch edits will apply to all 90 employees current
Add BatchPunch [l Add BatchHours [l Add Batch Dollars
Pay Class (Pe1) List [l Timecard Search
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Once the employee has met the minimum-wage requirement, the warning will go away automatically!

[ son ooy
WeeklyTotals ~ 45.00 $0.00
MON (04/11) 08:00 AM [300]B... 0500PM 9.00 9.00 ]
TUE (04/12) 02:00 AM [300}8... 05.00PM 2.00 9.00 i
WED (04/13) 08:00 A [300}8... 0500PM 2.00 9.00 i
THU (04/14) 08:00 AM [300}8 05.00PM 9.00 9.00 o
FRI(04/15) 08:00 AL [300}8... 05.00PM 2.00 9.00 o
SAT (04/16)
SUN (04/17) I [CHT] Charge Tips [300}8... (2) I 0.00 0.00 $458.55 i
WeeklyTotals ~ 45.00 $458.55

Approve Up to Date | 04/04/2016 ¥ |
Pay-Period Totals

Pay Code: Allocation (tax) Hours Rate Dollars
R Regular 300] -Brook Haven 80.00 $213 $170.40
o Qvertime 300] -Brook Haven 1000 $5.96 $59.55
cHT Charge Tips [300] -Brook Haven (2) 000 $458.55
Totals 90.00 $688.50

Haurs for italicized entries are already included in totals ance.

If you provide totals from the Edit Timecards screen, a new column appears that populates the
Minimum Wage Make-Up Needed to meet the requirement, so you can go to the employee’s
timecard and make the adjustment.

To enable this feature, contact your dedicated specialist.

Selected Pay Class [PC1] Hourly

(Change)

Filter

| Active v| And

| (nofilter) v| Like v/

Selected Period v

‘ 04/18/2016 - 05/01/2016 (Current Period)

Render Totals @

1

Select Employee Timecard(s)
showing (78 of 90)

=

[Search

| 100 ¥ |
Employee

OT Hours

Badge Number | Status Department PayType ScheduleGroup ~ Number of Entries @  Total Hours Min Wage Makeup Needed @ ) EEApp  SUApp

<

(=] ABBOTT, ALLISON JOLIE (ABBA) A 300 H Sales
(m} AAINLEY, MELISSA (AINM) A 300 H Sales 3 9.00 $19.68]
@ BACON, KEVIN (EVRF) A 600 s Sales
(] BELGERI, STEVEN (BELS) A 700 H Sales
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Add Piece Rate Units

If your company uses Piece Rates as a measurement, you will be able to add units when you’re in
the editing timecards screen. From the “Pay-Period Summary” tab, you can add units just like adding
a punch or hours. From the drop-down, simply select the appropriate Pay Code and then enter the
Number of Units.

Pay-Period Summary | Calc Detail | Schedule Detail | Audit Detail | Accrual Information | Exception Detail

Legend

| = Add Punch | | = Add Hours | | = Add Dollars | ‘ = Add Units | ‘ = Add/Edit/Delete Comment

Day(s) |06/24/2016 | To [00r00/0000 |
Department [search or Make Selection -
Location or Make Selection ~]
city or Make Selection -
state [ or Make Selection -
Job |search or Make Selection -
Comment ( |

Pay Code | Piece Rate [PST] - Tax Profile |search or Make Selection - |

New Units (25 |

SN -

Upon adding the unit entry, the timecard will display the units in a new column, “Units.”

Allocation (tax) Allocation (tax)
MON (06/20)
TUE (06/21)
WED (06/22)
THU (06/23)
FRI(06/24) PST| Piece Rate [200}C... 0.00 0.00
SAT (06/25)
SUN (06/26)

Weeldy Totals 000 $0.00
MON (06/27)
TUE (06/28)
WED (06/29)
THU (06/30)
FRI(07/01)
SAT (07/02)
SUN (07/03)

Weeldy Totals 0.00 50.00 0.00

Approve Up to Dale| 06/20/2016 ¥ |

Pay-Period Totals

Pay Code Allocation (fax) Hours Units: Rate
PST Piece Rate [200] -Central-Tulsa-Oklahoma-Outside Sales 12500 $1.00

Dollars
5125.00
$125.00
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Auto-Load Earnings to Timecard

Automatically load earnings to your employee’s timecards for a specified date by using this feature
within Time and Attendance. This is especially useful for adding holiday earnings as you're able to
use any Advanced Filters to apply to the earning(s). Select “Auto Load Earnings to Timecard.”

@ Use Time and Attendance

Edit Timecards

Edit time for employees in the selected pay pericd.

Timecard Search
Search employee timecards

Timecard Import

Import punches, hours or dollars for employees using CSV format.

Delete Timecard Import
Delete timecard import files added in emor.

Import Center

View the status of timecard import files

Set up hours or dollars to be automatically added to employee timecards for a specified date

[Auto Load Earnings to Timecard ]

View Auto Load Earnings History

Wiew history of changes to auto load earnings.

Who's Clocked In/Out

View employees who are currently clocked infout.

This will take you to the add earnings page. From here, you will select “Create New Earning” to add
your earning(s).

N Time and Attendance Auta Load Eamnings to Timecard

Auto Load Earnings | Audit Report

I Create New Eamning l

Description Date Type Amount Earning Details Edit Delete

Auto Load Earnings

Search |25 »|

No data available in table

Showing 010 0 of O entries

Goto Page |Go to Page
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You will be taken to a four step guided setup. Within Step 1: Add New Description, you’ll name the
auto load and also have the ability to mark it as Active or Inactive. You can use this to turn off auto
loads without having to delete them from the system. When completed, select “Next”.

F 1 Time and Attendance Aute Load Eanings to Timecard Add New Auto Load Earning

1. Add New Description 2. Eaming Properties 3. Employee Filters

Add New Description (Memorial Day)

Status | Active v |

Description [MemorialDay

Within Step 2: Earning Properties, simply select the Day Type, Date, Earning and Earning Type with
corresponding hours or dollars. When completed, select “Next”.

1l Time and Attendance Auto Load Earnings te Timecard Add Mew Auto Load Earning

1. Add New Description 2. Eaming Properties 3. Employee Filters

Earning Properties (Memoarial Day)

Day Type @ SpecificDate & Dynamic Date
Specific Date | May vl v

Earning Type @ Hours O Dollars

Hours e

Select Earning [Holiday [HoL] -
[rm

(EER)

Within Step 3: Employee Filters, you'll be able to add your advanced filters. If you leave this blank, it
will apply the auto load to all employees in the system, or you can click “Create New Condition” and
set conditions for which the auto load to apply.

f Time and Attendance Auto Load Eamnings 1o Timecard Add Mew Auto Load Earning

1. Add New Description 2. Eaming Properties 3. Employee Filters

Data Filters (Memorial Day)

Create New Condition

Conditions | Employees

Search

No data available in table

Showing 0 to 0 of 0 entries

Condition Set Fields Comparison Values Edit Delete

Go to Page |Go fo Page

| Previous
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When creating a new condition, select any of the advanced filter options. For example, we've set a
condition here that the employee must have a status of Active for this auto load to apply. When

completed, select “Create.”

Create New Condition (%]
Condition Set [Mew v |
Field Comparison |Employee Status ~ | is equalto M
Field Value ]

Active -
Terminated

On Leave
Inactive -

| Cancel |

If you click on the “Employees” tab, you can review a current list of employees who meet the
conditions entered on that auto load. All employees who show here will have the auto load on their
timecard.

F 1 Time and Attendance Auto Load Eamnings to Timecard Add New Auto Load Earning

1. Add New Description 2. Eaming Properties 3. Employee Filters

Data Filters (Memorial Day)

Conditions | Employees I

Found (54) employee matches.
Search 1 2|3 | Nemt |25 |

Create New Condition

Employee Status Home Department Pay Class Terminal Schedule Group Badge Number Employee Self-Service Login
BLACK, TIFFANY (AD0T) A 100 PC1 TGO 0 059264001
WHITE, SANDRA (A002) A 100 PCO TGO 7488 059264002
SMITH, GREG (A003) A 100 PC1 TGO 7488 059264003
ROBERTSON, ROBERT (A004) A 100 PCO TGO 7488 059264004
COOK, SANDY (A005) A 100 PC1 TGO 7488 059264005
COOPER, KAYLA (AQD6) A 100 PCC TGO 0 059264006
SMITH, KATIE (A007) A 100 PC1 TGO 7488 059264007

Once all conditions have been setup, click “Next”. This will bring you to a summary page. To finish
the setup, click “Submit”.
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13 Time and Attendance Auto Load Eamings to Timecard Add New Auta Load Earning

1. Add New Description 2. Earning Properties 3. Employee Filters

Summary (Memorial Day)

Description IMemorial Day Data Filters Employee Status is equal to Active AND

Day Type Specific Date: May 29 Department is equal to IT [400] or Accounting [500] or
Human Resources [600] or Distribution [700] or Executive

Earning Holiday [HOL] Management [800]

Hours 8 OR

Employee Status is equal to Active or On Leave AND

Department is equal te Production [100] or Warehouse
[300]

[ |

Once submitted, you’ll be taken back to the Auto Load main screen. From here, you can add a new
Auto Load, or review or edit the details of any Auto Loads you have set up.

F 1] Time and Attendance Auto Load Eamings to Timecard

Auto Load Earnings | Audit Report |

Auto Load Earnings

1 |25 |
Description Date Type Amount Earning Details Edit Delete
Memorial Day May 29 Hours 200 HOL @.1 ~

Showing 110 1 of 1 entries

1 Go to Page |Go

The Audit Report tab will display a list of changes made to the Auto Load Earning.

1 Time and Attendance Auto Load Earnings to Timecard

Auto Load Eamings | Audit Report

! 1 2(3|4|5[6]| Nem \EI
Deil:ljptim Even‘EDate Adde:l.'cllanged By Time cpanged Change Description 0ld value New Value

N/A August 04 pcm26c06704c 03/15/2017 11:05 am Deleted Auto Load Eaming 1560 {none)

H/A July 04 pcm26c06704c 03/15/2017 11:05am Deleted Auto Load Eaming 1604 {none)

Iemorial Day 1st Sunday of January pcm26c06704c 03/15/2017 11:25 am Created Auto Load Eaming {none) 1955

Memorial Day 1st Sunday of January pcm26c06704c 03/15/2017 11:25am Changed Eaming Type (none) Hours

Memorial Day 1st Sunday of January pcm26c06704c 03/15/2017 11:25 am Added Specific Day {none) 29

Memorial Day 1st Sunday of January pcm26c06704c 03/15/2017 11:25 am Changed Specific Month (none) May

Memorial Day 1st Sunday of January pcm26c06704c 03/15/2017 11:25 am Added Dynamic Date {none) 1

Memorial Day 1st Sunday of January pem26c06704c 03/15/2017 11:25am Added Dynamic Day (none) (none)

Memorial Day 1st Sunday of January pcm26c06704c 03/15/2017 11:25am Changed Dynamic Month {none) January

17| April 28, 2017



Timecard Approval

Once all the punches are entered and the timecard is ready for payroll, the supervisor can approve
the timecard in two ways:

e  Pay-Period Approval
e Daily Approval

Note: Approving timecards is encouraged but not required to process a payroll. You also have the
option to restrict users from approving timecards for future pay periods. This is beneficial if you want
the day to complete before a supervisor can approve it. Contact your dedicated Specialist to enable
this feature.

Pay-Period Approval

To approve by Pay Period, click “Approve” at the bottom of the timecard. With Pay-Period Approval,
the approval button only shows on the most previous period (the period right after the most recent
archived period).

Employee Approval

‘Waekly Totals

40.00

l Supervisor Approval (Approue)l

Once approved, there will be a time stamp indicating the time and date approval was granted.

Employee Approval

‘Weekly Totals

40.00

[

Timecard Approved
Supervisor Approval> ( Revoke) (07/02 09.53 AM - pcm862679b29

Daily Approval

With Daily Approval, both the supervisor and employee are able to approve up to any day in the pay
period. This offers more flexibility for approving timecards as it allows you to approve one day at a
time or the entire pay period at once. Approved days will change color so you can easily see what
time has been approved.

Note: If you would like this feature turned on for any pay class, please contact your dedicated
specialist.
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The “Approve Up to Date” drop-down box lists all of the dates within the pay period. This date

defaults to the most recent day. Meaning, if you are approving the timecard daily, the system will

default to today. If you wait to approve the timecard until the end of the pay period, this date will

default to the last day of the pay period. Select which day to approve and select “Approve Date.”

FRI (06/20) Rl Regular [300}S... 8.00 8.00
SAT (06/21)
SUN (0622) ———
06/09/2014
06/10/2014 Weekly Totals 40,00 50.00
06/11/2014
06/12/2014
\pprove Up to Date| 06/13/2014
06/14/2014
06/15/2014
Pay-Period Total! [LIALIE UL
06/17/2014
I o5/15/2014 Allocation (tax) Dollars
06/19/2014
R Regular 06/20/2014 [300] -South-Dallas-Texas-JKL Company ‘80.00 $22.00 5$1760.00
06/21/2014 $1760.00
\ 06/22/2014

Once approved, the timecard will change color to reflect the approval.

Allocation (tax)

Total Hours

Dollars

Exceptions

Batch Approve Timecards

Within your user permissions is an option to Batch Approve Timecards. If you prefer your supervisors

individually review each timecard, you simply can make sure this permission is not checked. It's

important to ensure your supervisors validate their employee’ timecards so that they are paid

correctly. If you want to enable this permission and don’t have Permission Profiles, select “Batch

Approve Timecards” under the Time Management section of your user profile.

Employee Management

@ Add New Employee @
@ Add W-2 Employees
@ Add 1099 Employees
@ New Hire Tempiate
@ Copy/Move W-2 Employees
@ Employee Master Import
@ Import Employee Changes
@ Hire Employee

New Hire Access Profile @
[SearchorMakesetection - &

Restrict New Hire Template Access @

Create Template

Time |\ ent
Timeand Attendance @ [ T&A Management
Punch Freezing Threshold @ | 1Day v

() View Only Timecards @

@ Approve/Revoke Timecards @

) View Only TA Reports @

@ Web Terminal Restriction Access @
@ Add Punches to Timecard @

@ Add Punch Pair to Timecard @

i Add Hours to Timecard @

Ticoocacd
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If you are utilizing Permission Profiles, select “Batch Approve Timecards” from the Time
Management tile of the profile(s) that should have this access.

Tii .
NEanement Add Hours to Timecard @ £
User Options Add Dollars to Timecard @ <
Add Units to Timecard @ -
Use Time and Attendance Period-End Operations
Timecard Access @ ’ Archive Previous Pay Periods @ ’
View Only Timecards @ View Archive History @ ’
Approve/Revoke Timecards @ £ Create a Direct Import Payroll Transaction @
L2
I Batch Approve Timecards @ @ I
Set Up Eamning Profiles @ @
Timecard Import @ @
Temporarily Lock Timecards @ @
Delete Timecard Import @ -

Once this option is enabled, the user can batch approve timecards from the Edit Timecards Menu.

Select Employee Timecard(s)

Showing (42 of 42)

| Actions v |
(Gearch | 3 records selectad :
Select All Employee dgs b Status FPay Type heduls P Number of Entries @ Total Hours  Total Units 0T Hours A EEApp | Approve
< < < < < < < < < < z < Revoke
v ADAMS, DYLAN (A016) A& |00 H Send Email Notification

e COFTMAN, WILLIAM (A052) a |10 H | NightShift 032172017 (8]
@ DAVIS, CASSIE (AD0S) A |100 H | Nightshift 03212017 D]
DELANEY, BRAD (4024) a |10 s | NightShift 032172017 (4]
DODSON ERANK (20g0) 100 s Mighish L0 [al
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Employee Approval of Timecards

You have the option to allow supervisors to approve timecards only once the employee has approved

them. If the employee has not approved his or her timecard, the supervisor will not be allowed to

approve the timecard until the employee has approved it. This is beneficial for auditing purposes, so

timecards won’t be approved and paid out without the employee acknowledging their timecard is

correct first.

Once this feature is enabled, the supervisor will see only days the employee has approved. In
addition, a pop-up message alerts the supervisor that they can only approve days the employee has

approved.

MION (02/08)
TUE (02/09)
WED (02/10)
THU (02/11)
FRI(02/12)
SAT (02/13)
SUN (02114)

MON (02/15)
TUE (02118)
WED (02/17)
THU (02/18)
FRI(02/19)
SAT (02/20)
SUN (02/21)

Pay-Period Totals|

R Reqular
o Overti

J/ta-timeadit. phpHirstrefno=ABBARrefresh=1

02/08/2016
02/09/2016
02/10/2016
02/11/2016
02/12/2016
02/13/2016
02/14/2016

08:00 AM

0800 AM

08:00 AM

0800 AM

08:00 AM

08:00 AWM

08:00 Al

08:00 AWM

08:00 Al

08:00 AWM

Allocation (tax)

[300}-B.
[300]B...
[300}-B.
[300]B...
[300}-B.

[300}B.
[300}8...
[300}B.
[300}8...
[300}B.

Approve Up to Date| 02/08/2016 v | [taiay !

05.00 PM
05:.00 P
05.00 PM
05:.00 P

05.00 PM

05:00 P

0500 PM

05:00 P

0500 PM

05:00 P

Allocation (tax)

Weekly Totals

‘Weekly Totals

9.00

9.00

9.00

9.00

9.00

45.00

9.00

9.00

9.00

9.00

9.00

50.00

$0.00

Only days previously approved by the employee
show as available for supervisor approval.

[300] -Brook Haven
[300] -Brook Haven

Hours for italicized entries are already included in totals once.

Allocation (tax)

Totals

80.00
10.00
90.00

$16.00
$24.00

$1,280.00
$240.00
$1520.00
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Printing Timesheets

For companies that want to keep a signed paper copy of the employee’s timesheet, they can do so
with the Time Detail Report. To print time sheets, go to the Time and Attendance Menu and select
“Time Detail Report” from the Report Center drop-down.

N Time and Attendance

Set Up Time and Attendance @ Period-End Operations E Report Center

Pay Classes Archive Previous Pay Periods Payroll Import File

up

classes to de

Generate CSV File

Terminals and Terminal Groups

Manage individual time clocks and

Pre-Defined Reports

Department Override Maps Break/Lunch Duration Report
. Create a Payroll Transaction

Create & new payroll transaction by importing a generated file.

override map to a pay ol

o control the earnings paid for working in c

Employee Punch Change Report

Paycode Maps Temporarily Lock Timecards Employee Unlimited Rates by
.. . Allocation Repart

diff

oo

class to provide advanced earning and rate options such as shift Lock tim

temporary amount of time to prevent edits from supervisars or employees.

Create a Direct Import Payroll Transaction Hours Worked vs. Threshold Report
Events in

Create a new payroll transaction by directly importing

Set up events that can be tied to punches. . Labor Allocation Report
Set Up Earning Profiles

upervisors to limit the earnings they are allowed Labor Analysis/Overtime Report

Missing Punch Report

Punch Audit Report

Use Time and Attendance @ Use Scheduling

Punches Outside Current Allacation
Report

Edit Timecards Scheduling

yees in the selected pay period Schedulin

ups and Templates

Timecard Search Timecard Approval Repart

h employee timecards
Total Hours Summary Repart

doad Coroinos o T a

Select the Pay Period for the Date Range that you would like the timecards pulled. When completed,
select “Generate Report.”

o Select the preferred output format.
e If applicable, select the date range from which to pull data for the report.
e Select any applicable filters.

o Toreport on a set of employees, expand the "Employee Filters” section and select the appropriate employees.

Note: You can utilize the “search” box within a filter to find a specific filter easily.

Date Range:
(MTD/QTD/VTD)
09012015 to 09/30/2015

Freeze

Freze Center
Last Freeze Time

Reports requiring frozen data il freeze at the time 2
repart is rn f the freezing threshold has been
excesded

Eaming
earch [ selectall

[ Banus [2oN] I
[ commission [coM}

[ Dept Rates 0T [DRO]

] Dept Rates Reguisr [DAR]

[ Deviated Minutes [DEV] v
L stebdme s

22 April 28, 2017



Once the report loads, use your Internet browser’s print button to print the timesheets for the
employee(s). If the supervisor has given electronic approval to the timesheet, that will show under
Supervisor Signature. If you want to change the format of the file, use the “Export to” drop-down to
change the file to a PDF for example.

Time Detail Report
Report Details

Date Range (09/01/2015 - 09/30/2015)

Employee: BRADLEY, JENNIFER (A065) Badge #:
Department: Training Pay Class: Hourly Trm Gp: Web TimeClock
Status: Active Hire Date: 04/07/2015

Home Allocation: Chicago-Unassigned-Training

Total
Hrs.

Allocation TaX  prissing Dollars

Profile

Tue (09/01) 100800 AM| rmissings || _CMICA0" '

Chicago-
Wed (09/02) Fixed: (5) na nfa Unassigned- 8.00 800
HomeDept

Thu (09/03) = =

Chicago-

Fri (09/04) Fixed: (R) wa n/a . ool

Sat (09/05) - -
Sun (09/06) - - |

Mon (09/07)|
Tue (09/08) |
Wed (09/09)

Thu (09/10) - -

Total Hours For Week:| 16.00

Fri (09/11)
sat (09/12)
Sun (09/13)

‘Total Hours For Week:| 0.00

Mon (09/14)
Tue (09/15)
Wed (09/16)
Thu (09/17)
Fri (09/18)
sat (09/19)
sun (09/20)

Additional Options

Time Card Email Notifications

Sometimes employees might forget to submit their timecards. An easy way to remind them to submit
their timecard is by using the notification feature. To do so, simply locate the employee who still
needs to submit his or her timecard and click the bell icon under the Notification column.

f Edit Timecards
Filters
Selected Pay Class [Pc1] salary
(Change)
Filter [active | and
| (no fitter) v Like v ||
Selected Period | 02/20/2017 - 03/05/2017 (Current Period) |
Render Totals O
Select Employee Timecard(s)
Showing (2 of 3)
Actions v
|searc |
Select All Employee Badge Number Status Department PayType Schedule Group Number of Entries @ Total Hours orHours ) [ Notification
O ADAMS, FRANK (L099) A 900 s [£Y]
O IVANS, RANDY (A025) A 100 H Operations (D]
Total 0.00 0.00
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After selecting the icon, a pop-up window will appear asking whom you would like the
reminder to be sent. Here, you'll notice you can select the employee whose timecard is
missing, or you can notify the appropriate supervisor. Make your selection(s), and then click
“Send.” When you return to the Edit Timecard screen and hover over the bell icon, the
system will verify when the last notification was sent, allowing you to have an easy-to-
access audit trail.

Send Email Notification Q
Who to Notify
| Search [ select a1l
[ Employee ~

[ Time-0ff Supervisor

[1 Primary Supervisor

[] secondary Supervisor

[] Tertiary Supervisor v

Lo (I
Note: You can select “Timecard Search” from the “Time Management” drop-down or from
the Time and Attendance Menu to search for a specific employee’s timecard. Simply select

Nuaternary Sunendsnr

the employee’s name to be directed to their timecard.

#f ) Timecard Search
Search Method @ Employee List (All v
Found (3) employee matches.
Batch Edit Employee Timecard Status Home Dept Badge Number Pay Class Terminal Schedule Group Employee Self-Service Login
O < < < < < < < <
O ADAMS, FRANK (L099) A 900 PC1 T61 05106L099
] ALLEN, KARA (AD36) T 100 PC1 TGO 300
O IVANS, RANDY (A025) A 100 PC1 TGO 005-
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Punch Change Request Dashboard

Employees have the ability to request punch changes on their web time clock, kiosk or read-only
version of the web time sheet. After they've requested a punch change, you will need to approve or
deny it. This can be done in the Punch Change Request Dashboard.

To access the dashboard, select “Punch Change Request Dashboard” from the Time and Attendance

menu.

@ Use Time and Attendance

Edit Timecards

Edit time for employees in the selected pay period.

Timecard Search

Search employee timecards.

Timecard Import

Import punches, hours or dollars for employees using CSV format.

Delete Timecard Import

Delete timecard import files added in error.

Import Center

View the status of timecard import files.

[ Punch Change Request Dashboard

Manage Employee Punch Change Requests

1 Request

Manage Bell Schedules

Manage bell schedules for hardware clocks.
Update and Collect

Auto Load Earnings to Timecard

Who's Clocked In/Out

View employees who are currently clocked infout

Update hardware terminals with current information or force an immediate collect of punches.

Set up hours or dollars to be automatically added to employee timecards for a specified date.

Any requests that are pending will display within the “Use Time and Attendance” section as well as in

the Notification Center.

1 Request

rFunch Linange Request Lhas

o
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All pending punch changes will display in the table below for “Pending Punch Change Requests.”
From the dashboard, you can use the search functionality at the top of the page to narrow your
search results.

You may also use the “Date Range” section to further define which punches from which days you
need to review.

Once you have found the appropriate employees punch request, you can select the options to
“Deny” or “Approve” the request.

! Time and Attendance Punch Change Request Dashboard
Punch Change Request Dashboard
|search or Make Selection v | #8~| |searchorMake Selection v |isequalto ™ | value || search (0) | =
e 2 EX-)
Pending Punch Change Requests
Search 1 [ 2 |25 v|
Select Employee Home Allocation Request Date and Time = Request Type Original Punch Date Requested Punch Date Edit  Deny Approve
U < < T T <
[ | JENKINS, SHAVONNE (9300) = 200300-Oklahoma-Oklahoma City-Oak Park-A Staffing-H-Nerth 04/21/2017 08:25 New 04/24/2017 08:00 ‘/
< >
Showing 1 to 1 of 1 entries 5 Goto Page |3<. to Page |

After clicking “Deny” or “Approve,” a pop-up will display for you to confirm your action. Select “OK” to
confirm.

Confirm

Are you sure you wish to approve the punch change request?

26 April 28, 2017



Clicking on the option to “View Change History” allows you to see all of the recent changes that have

occurred.

f Time and Attendance

Punch Change Request Dashboard

Punch Change Request Dashboard

|search or Make Selection

| search or Make Selection

<

Showing 1to 1 of 1 entries

| v v ||isequalto || value Search (0) | v
Date Range: | |to| | |Clear| R Action v
Pending Punch Change Requests
Search 1 - 2 |25 v|
Select Employee Home Allocation Request Date and Time = Request Type Original Punch Date = Requested Punch Date Edit | Deny  Approve
u 3 : 3 3 :
O JENKINS, SHAVOMNNE (9300) | 200300-Oklahoma-Oklahema City-Oak Park-a staffing-H-North 04/21/2017 08:25 New 04/24/2017 08:00

N
>

Go to Page |Go to Page

From the Change Request History pop-up, you can filter by specific date ranges.

|
Change Request History [x]
i
[ Date Range: |04/01/2017 | to|04s30/2017 | @ l
Change History ]

Search

Employee Information Change
" Deseription

JENKINS, SHAVONNE
’ Punch Tax Profile

(9300)

JENKINS, SHAVONMNE

(2300) Punch Date
JENKINS, SHAVONNE Punch Time

i (9300)

old
Value

Mot Set
Not Set

Mot Set

1 v
New Value Field
2 St
o Pending
04/24/2017 Pending
08:00 Pending

Date Changed on
Affected »

04/21/2017

04/24/2017 0g:25
04/21/2017

04/24/2017 08:25

04/24/2017 0472172007
08:25

|25 v
Changed IP Address
By} a

090419300 192.168.14.130

090419300 192.168.14.130

090419300 192.168.14.130

Clicking the pencil icon from the dashboard allows you to go in and edit the punch, if needed. From
the edit punch screen, you can deny or update and approve the request after making any necessary
changes.

Edit Change Request
B Date
Punch Details
Pk
] Allocation
| | Tax Profile
Il

Mot Set

|04/24/2017 |

Not Set INDaY v/ 0s:00

Mot Set— 200300-0klahoma-Oklahoma City-Oak
Park-A Staffing-H-Morth

Mot Set |

v

- | I =
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Clicking on the gear icon allows you to export the information to another format such as a PDF, Excel
or CSV file type.

4 ) Timeand Attendance ) Punch Change Request Dashboard

Punch Change Request Dashboard

|seareh or Make Selection v | %~ | [searchor Make Selection v |lisequalto V| |value || searen(0) w

Date Range: o] | | clear Action ¥

Pending Punch Change Requests

Search 1 |2~ (25 v|
Select Employee Home Allocation Request Date and Time Request Tyg} Export filtered results as Requested Punch Date Edit Deny Approve
| n n N Export filtered results as B34 .
Export filtered results as
[0 ADAMS, FRANK (L099) Chicago-General900 03/03/2017 16:46 New 03/03/2017 08:00 Ve Deny
[]  ADAMS,FRANK (L039) Chicage-General-900 03/03/201717:10 New 03/03/2017 08:00 P
[] | ADAMS, FRANK (L099) Chicago-General-900 03/03/2017 17:00 Existing ~ Deny Approve
< >
Showing 1 to 3 of 3 entries 5 Goto Page [Go to Page I

For example, this is how the file displays in PDF format.

Generated [426/2017 12:53 PM)

ADAMS, FRANK (L0%2) Chicapo-General 200 03/03/2017 16:46:00 New 03/03/2017 (8:00:00
ADAMS, FRANK (L0%2) Chicago-Genersl- 200 03/03/2017 17:10:00 New 03/03/2017 08:00:00
ADAMS, FRANK (L0%2) Chicago-Genersl 200 03/03/2017 17:00:00 Existing

This concludes our guide on how to edit or review timecards. If you need additional assistance,
please check out our Paycom University training guide or visit the other Time and Attendance
manuals on the Help Menul!
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