
 
 

 

Updating Deductions After Opening Timesheet 

 

If deductions need updated after opening timesheet, please follow the below steps. 

1. Click on the employee’s name in the timesheet, to navigate to their Employee Card. 

OR Click on Employee > Employee List on the left tool bar to choose the employee  

 

 

 

2. Click on the Deductions tab 

Update or Enter the deduction.  

Save 



 

 

3. Go back to the timesheet 

Click the Payroll Notes icon in the top right corner 

Enter a note to inform the payroll rep to reload deductions before sending payroll out for 

approval.  

Click Close 

 



 


