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Accessing the Time Sheet

1. Click on My Payrolls, then select Time Sheet Entry under Payroll | Action

2. Click on the Payroll # to enter the timesheet.

3. The Time Sheet grid will display.
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Making Summary Time Sheet Entries

You can use the Tab and arrow keys or the mouse to navigate the Summary Time Sheet Entry
form.

1. In the appropriate pay code columns, enter time sheet information for each employee.

2. If there is more than one page of employees, press Page Up and Page Down, or click the and

buttons near the bottom of the form, to navigate to the previous or next pages.

3. At any point, you can save your work by clicking Return. The Summary Timesheet Entry form
saves and closes, and you return to the previous form.

4. There are up to three ways to finalize entries:
a. Select the checkbox for each employee whose information is complete, and click Return

when you are finished. The next time you open Summary Timesheet Entry, those
employees do not display until the entire payroll is finalized.

b. Click Finalize to finalize all employees in the payroll. The Summary Timesheet Entry form
saves and closes, and you return to the previous form.

c. Click Finalize Page to mark all employees on the page as complete.
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Making Detail Time Sheet Entries

Before you finalize payroll, you can enter more information in the Detail Time Sheet Entry form than in
the Summary Time Sheet Entry, such as changing position codes or selecting pay codes, which do not
display in the summary form. There are three ways to access the Detail Time Sheet Entry form from the
Summary Time Sheet Entry form:

● Click the name of the employee. The Detail Time Sheet Entry form opens, allowing you to create
a new entry or edit any existing entries for that employee.

● While the cursor is in the row of an employee, click a pay code column heading. The Detail Time
Sheet Entry form opens for that employee and pay code, where you can enter or edit the time
sheet entry.

● While the cursor is in one of the pay code fields, press Ctrl+Enter. The Detail Time Sheet Entry
form opens for that employee and pay code, where you can enter or edit the time sheet entry.

You can tab through the fields, and press Ctrl+Enter to search for or clear values.

1. Use and to "pivot" to move to the previous or next employee time sheet.

2. Make the appropriate entries for the employee.

3. Press Enter or click Save to save the entry. The system clears the fields so you can make another
entry for the current employee, or pivot to the next one.

4. If you need to delete an entry, click on it in the right side of the form and then click the icon.

5. When you are finished, press Page Up or click Return to close Detail Time Sheet Entry and return
to the Summary Time Sheet Entry form, where you can proceed with the payroll process.
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Entering Hours Worked

Sometimes it is necessary to track hours worked that are not paid. This is usually done for employees
being paid commission or piece rate based work. Hours worked will need to be entered as a Detail Time
Sheet Entry.

1. From the Detail Time Sheet Entry screen, select the Pay Code Hours that is the code used for
hours worked.

2. Enter in the Hours Worked under Hours Paid. These hours will also populate under Hours
Worked.

3. Enter 0 in the Pay Rate section. This cannot be left blank.

4. Click Save.
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Adding Payroll Notes

Payroll notes can be added to communicate one-off payroll changes or notes to ProService.

1. Click on MY COMPANY - Payroll Notes

2. Click New Note.

3. Enter in the note information. Make sure to check Worksite User Viewable so you can view the
note in the future. When finished, click Save.
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Header Bar in Time Sheet Entry

The header bar for the Time Sheet Entry form provides some information and gives you access
to some features.

• The Payroll batch number displays on the left.

• It can indicate the number of days, hours, and minutes until the payroll closes.

• If you are able to enter time sheet data, the unlocked icon displays , otherwise the locked icon
displays .

• The name of the Pay Group displays.

• You can see the pay period Start, End, and Pay Date.

• Click to show or hide columns in the Summary Time Sheet Entry form.

• Click to review relevant payroll notes, if any.

• Click to use the import.

• Click to access the analytics for the time sheet.

• Click to run the Time Sheet Report.

• Click to search for an employee in the payroll batch. You can also press Shift + Enter.

• Click to filter the employees in the list, for example, by location or department, or by those
whose pay rate changes require approval; see Filter Time Sheet Data. The filter options depend on
the client's setup.
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Using Standard Time Sheet Column Definitions
The standard columns in the Summary Timesheet Entry form have gray backgrounds, except
for the Payroll Template.

Column Label Definition

Employee,
Employee SSN,
or Employee
Number

An employee identified, as specified in the Client Details Timesheet tab

Name The employee name.

Pay rate The employee's rate of pay. An indicator displays if there was a pay rate change during the pay
period:

(green) No action required.
(red) Hours were entered before the pay rate change. Click the icon to manage the hours

assigned to each rate of pay using the Assign Hours to New Pay Rate form.

Salary Indicates the status of the time sheet entries for the employee, if the employee is salaried.
(green) The standard salary information displays.
(yellow) Salary hours were modified. Click to reset.

FLSA Exempt Indicates that employee’s position is FLSA exempt ( ); the employee is not entitled to
overtime pay.

Detail Hours Total hours entered in Detail Time Sheet Entry.

Detail Units Total units entered in Detail Time Sheet Entry.

Detail Dollars Total dollars from Detail Time Sheet Entry.

Total Hours Sum of all summary and detail hours.

Total Units Sum of all summary and detail units.

Total Dollars Sum of all summary and detail dollars.

Gross Pay Employee’s gross pay amount. Click the cell to open Gross Pay, where you can see each line
item of the gross pay.

L/R Leave requests; click to open the Leave Request Assignment form.

PTO If a user entered time off for a salaried employee, an indicator displays . Hover the mouse
over the indicator for a summary of the action.

Payroll notes for the employee.

Click to access Employee Details.
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Time Sheet Analytics
The Time Sheet Analytics form summarizes the data entered in the time sheet.

• Use the Currently Charting options to determine what information displays.

• The graphs show the sums of hours, units, or dollars, displayed by pay code.

• The table at the bottom shows the time sheet information for each employee in the payroll .
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Payroll Approval

1. Once you receive the approval notification, click on My Payrolls, then select Payroll Approval
under Payroll | Action

2. Reports are available to review on the right side of the screen.

3. If the payroll is correct, click Approve and click Submit. If the payroll is incorrect, click Deny and enter

comments noting the issues on the payroll.
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Accessing Posted Payroll Reports

1. Click on My Payrolls and then select Payroll History:

2. Click on the payroll number you wish to view and it will display a list of payrolls that have been
run previously.
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3. Once you click on the payroll number, a summary of the chosen payroll number will be displayed.
Click on the report icon (image of a paper) to pull up the standard reports posted with the
selected payroll:

4. To download all reports for the selected Payroll Number, select the download icon (blue file with
a down arrow) on the line listing Consolidated PDF Reports:

5. To download an individual report from the selected Payroll Number report list, select the
download icon on the line for that particular report:
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