Supervisor Help: Editing Time Cards

If you're a Supervisor of the time clock system, here are some guides for navigating your account and
approving employee time cards.

Your login used to look like this: Now it looks like this:
LegitCo Time Card - David Miller @ Logout LegitCo Time Card - David Miller =Menu @ Logout
| ‘ |

Favorites Reports Time Card Utility

12/4/2022 - 12/17/2022 Print Report Dri
8 Print Report 12/4/2022 - 12/17/2022 | £ Print Report

The Pay Period column is set for 15 minute rounding

The Pay Period column is set for 15 minute rounding

Date In Out Hours Type Day
Date In Out Hours Type Day

Tue 12/6/2022| 9:00 AM | 5:00 PM | 8h Om | Work | 8h Om Wrk RR

Tue 12/6/2022| 9:00 AM | 5:00 PM | 8h Om | Work | 8h 0m Wrk RR
The current date and time is 12/9/2022, 2.58:53 PM

The current date and time is 12/9/2022, 2:59:49 PM
Clock In

Clock In

The new menus at the top can help you navigate to reports, time cards, and other various tools.

Favorites Reports  Time Card Utility

Time Cards

Edit - add ar edit time cards by employee
Edit by Date - sdd or edit all emplays=s’ daily time

cards

Holiday Creator - post parsllel time card entries to

several employees at once

Editing Time Cards
Time Card menu: Edit

To edit employee time cards, you will need to go to Time Card, Edit.

The page is broken down into
3 parts:

Date Filter People Filter Hours Filter Help Links

Pay Period Date Range Department Project K Help File

[12/42022 1271722022 w| | 1270412022 @ |-[12017/2022 B Emblovee [fmmer e <2 | ComPlA__v]
14 Days, 10 Weekdays play izabeth Lee <]
fre

1. Filters
Project/PTO

Thu 12/8/2022 8h om|[imout  ~||[werk ~]| ORemove | 8h Om Wrk RR | 8h 0m Wrk RR

v

2. Time Card

3. New Entries

In Time Out Time Hours Entry Style
| | | | | o] | [wark vl
| | | | | o] | [work ‘l




Supervisor Help: Editing Time Cards

The time card section is editable; just highlight and type.

(make sure you include “am” and “pm”!)

The New Time Card Entries section is

for entering new lines to the time card. SILUL L

Thu 12/8/2022

There may be a fourth section to your Edit page, if your New Compensation Entries
Admin has set up an Other Compensations category,
such as mileage or commission. The employee will also

have access to add Compensation entries. Compensation Mileage ~ Amount:[_33]

Reports
In addition to viewing individual time cards, you will now have access to a variety of reports.

The Detailed and Summary reports are the most commonly used.

L L. Detailed Report — Displays all employees with

) clock infout times, clocking details, and totals.
Time Card

Summary Report — Displays all employees
* Detailed - totaled repart of all time card entries with pay period totals.
* Summa Iy - pay pericd totals for payroll and export

Individual - detailed report displayed by individua

FAQ

Why can’t | see the new employee’s name?
Your Admin may not have assigned the new employee to a Department. They will need to go back to the
Employee Setup page and assign the employee to your Department.

Why can’t | add a new employee?

Your Admin would need to give you specific access to the Employee Setup page. This access can be granted
from the Admin account, under Features, Administrative Access. Once granted access, the page can be found
under the Setup menu.

One of the employees has a time card that is all grayed out... why can’t | edit it?
This means the employee’s time card has been approved. If you do not see an option to remove the approval
from the Edit page, the Admin may need to remove an Administrator level approval.

Week

Why are some of the boxes under “Week” a different color? Sh 30m Wrk RR

This indicates a separate workweek within the same pay period. 17h 30m Wrk RR
8h Om Wrk RR

16h Om Wrk RR



