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Time Sheet Entry Quick Guide

1. Click on My Payrolls, then select Time Sheet Entry under Payroll | Action
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2. Click on the Payroll number to enter the timesheet.

Payroll / Action / Time Sheet Entry Client: (132) DEMO" HIHR SAMPLE HAWAII o =
Select Payroll for Time Sheet Entry [s] t
Description Payroll Type Pay Date Cutoff Date Cutoff Time Delivery Date
08-19-16 BI-WEEKLY Scheduled 08/19/16 08/15/16 11:59PM 08/18/16 ]

3. Enter your hours under the appropriate earning column for each employee and once completed,
click on Finalize.

Payroll | Action | Time Sheet Entry Client: (132) DEMO* HIHR SAMPLE HAWAII Q 9 =
Pavroll  |z01€5 ‘[‘ 3weeldy Pay 7riEnd Szt Start  07/31/2016 End  08/13/2015 Pay Date  08/19/2016 5, o i ’:‘ Q.
Employee hame Pay rate Salary SALARY W/KI WKIOVT WKZ WK2OVT FTO HOLS BONUS 3:;! Eﬁ‘m‘s‘l Detail Dollars Total Hours Total Units  Total Dellars Gross Pay o o/b R Fic M) 4
M11389  He, Don 10.00 a 62.00 30,00 800.20 1
WO0837 Tona, Koa 150 0.00 2
K128 wice, lamba wy g . Iy
Ri4HE  Kehanamoku, Duke Faoa 10.00 @ 30,00 30,00 800,00 E
200841 Kabawai, Kekoa 000 g 20.00 30,00 2,400.00 Ey
U00S3T  Kelawai e, Thaika 14.00 0.00 £
W02517  Kekai, Kawixa 8.50 0.00 Iy
B00842  mMakalw, Kalanl 1.00 0.00 1
Vii306  Mousc, Minnic 2000 0.00 ry
M1 sample, tesra 06 ECRT) 0 i
¥16147  Tes:, un 1.00 0.00 ry
11415 Zero Cake 25.00 0.00 I
Totals for selected employees {Todo anly)  240.00  0.00  0.00 €00 000 0.00 000 .00 0.00 0.00 0.00  240.00 0.00 0.00 4,000.00
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