


Go to the Manage Timecards tile
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You will click on the arrow to go to timecards.

You will have everyone in your department.  To separate between departments, click on the All Home on the right, to get the department list.  Select your department.
Make sure you are editing the Previous Pay Period, unless you are editing ahead of time, then it would be the Current Pay Period.
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To clock someone in and out, just click on the in box, put in the start time.  Then click on the out box and put in the 
out time.  You won’t be able to hit enter to go to the next box.  You will have to use your mouse to click in the next 
box.

If you need to transfer to Charge, Precept, Orient, INS, you will 
right mouse on the associate name, then click on the 
Timekeeping tab to get the Pay rule. 
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Once you have the pay rule, you will click on the Transfer box which is now after the in 
and out boxes.

Click on Search.  Click on Add Work Rule. You can scroll down to the one you want then 
click on apply.
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Here is the screen shot after the transfer.
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Try to only use this command sparingly.  Otherwise use the Transfer box.

You will need to click on the totals at the bottom of the timecard. Change the first All to Daily. 

Right click on the pay code that you want to move.

HOW TO MOVE HOURS:
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Put in the new pay code such as INS.

The number of hours to move such as 4 hours.

If it needs to be in a different department, click on the side arrow to select the correct department.

Then click on the apply tab as seen below.

You will see the Move Amount command.
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Now you can see I moved 4 hours to INS.
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Click on the Pay Code box for the date you want to edit.

Right mouse click to get edit command

HOW TO ADD A PAY CODE:
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Put the Pay Code the search box or you can scroll down to find the pay code
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Put in the amount of hours needed.  You can put the time in but not needed.  Then apply
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After the PTM was added.
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HOW TO ADD A NO LUNCH:

Click on the in or out punch.

Right mouse click.  

Click on the Edit.
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Click on the down arrow in the Cancel Deduction box
Click on the All then apply.

If you would need to remove it, you will do the same steps.

You will click in the blank space above the All.

Make sure it’s blank then apply.
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The Oncall-Callback Pay listed on 7/6/24 is showing incorrectly in the totals.  Right now it is showing as ADVSCHBN 
which is incorrect.  

HOW TO FIX ONCALL-CALLBACK PAY:
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Click on the Oncall-Callback Pay in the Transfer box.

Search. Click on the Edit (pencil) search for the LM10 Oncall-CallBack the Apply.

This needs to be listed as LM10 Oncall-Callback Pay.
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Now you can see the ADVSCHBN is gone.
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HOW TO APPROVE INDIVIDUALLY:

You will click on the Approve under the associate name on the  left.

Screen will turn purple when approved.
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Click on the three lines at the top left.

HOW TO APPROVE THE WHOLE DEPARTMENT:
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Go to the Dataviews & Reports
Click on the Dataview Library.
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Click on the Reconcile Timecard LMHS
Bottom right
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Make sure it is on Previous Pay Period top right.
Make sure you have the right department top right.
Click on the Select All on the left.
Click on the Approval tab on the left at the end of the line.
Approve Timecards


