Importing Time Cards

· Once hours are approved, you will navigate to Payrolls and select “New Payroll.”


· Select “Start Payroll.”


· Select “Options” and choose “Upload Time.”


· Select “Import Times.”


· Select all employees and choose “Import.”
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Import Employee Time Cards

Please select employees to import their times.
WARNING: If you select an employee whose time card has been imported, this employee’s times will be imported again.

Employee Regular or2
Altamirano, lgnacio K 33,0000
Beach, Kyler 171333
Belt, Gabby D 345166
Deacon, Dale L 345166
Evanson, Otis 345166
Fradey, Havana S 32,0000
Giddings, Laine 345166
Hileman, Thaddeus 345166
Johns, Jetta 32,0000

Mearx, Lilyana 345166





image10.jpeg
Import Employee Time Cards

Please select employees to import their times.
WARNING: If you select an employee whose time card has been imported, this employee’s times will be imported again.

Employee Regular or2
Altamirano, lgnacio K 33,0000
Beach, Kyler 171333
Belt, Gabby D 345166
Deacon, Dale L 345166
Evanson, Otis 345166
Fradey, Havana S 32,0000
Giddings, Laine 345166
Hileman, Thaddeus 345166
Johns, Jetta 32,0000

Mearx, Lilyana 345166





image1.jpeg
S 98 10002 Sales Training 1 v salestraining1 v
©  Payrolls +
@ Home w Division 2024 v InProcess v | SEARCH B
&8 Employee - . X
Name PayroliNumber Check Date Payroll Period Pay Schedule Type Step

&3 Payrolls No data available in table.

Show 25 v entries Previous | Next

2 Manage -
12 Reports -
= Cllent -

1 Benefit Approval




image2.jpeg
S 98 10002 Sales Training 1 v salestraining1 v
©  Payrolls +
@ Home w Division 2024 v InProcess v | SEARCH B
&8 Employee - . X
Name PayroliNumber Check Date Payroll Period Pay Schedule Type Step

&3 Payrolls No data available in table.

Show 25 v entries Previous | Next

2 Manage -
12 Reports -
= Cllent -

1 Benefit Approval




