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Time Card Adjustments

Overview

Time Card Adjustments Rulesgive users with the correct permissions the ability to enter hours or dollarsamountson
the Time Card that exist outside of the Hours AllocationRules. These additions transfer directly over to the Time Entry
Grid oncethe Time Card dataiscommitted, andhave no effect onthe timeand hours calculations onthe Time Card.
Anexample ofthe proper use ofthe Time Card adjustments could be adding mileage.

Time Card Adjustment Rules are assigned totheemployees viaa policy group, and only a single rule can be assigned
toapolicygroup atatime.

Time Card Adjustment Rules Setup

Navigate to Client Management > TimeManagement > Time Card Adjustment Rules.Ontheblue actionbar clickon

Add New.

Timecard Adjustment Rule

#*Adjustment Rule Name: | Adjustments

Timeclock Tips Key
Hours

Dollars

Adjustment Pay [tem: Not Allowed / No Clocks w

Earnings
Allow Allow Employee Manager Supervisor
Hours Dollars Access Access Access
Bonus
Mileage
Holiday
Creartl Blan

e Adjustment Rule Name: Input the name ofrule.

e Timeclock TipKey: For those customers usinga physical time clock witha [ Tips | key, thereis anoptional
feature to tieasingle earning code tothe [Tips] key sothat user canutilize the clock to enter adjustment
transactions.

e AllowsHours: This permissionallows the earning to be addedas anumber of hours to the Time Card. Once the
hours are committed tothe Time Entry Crid, the rate and amount are calculated based onthe earning code
calculationparameters.

¢ AllowDollars: This permissionallows the earning tobe addedas a number of dollars to the Time Card. This
entry is takenas entered and transferred to the Time Entry Gridas shown.

e EmployeeAccess: This permissionallowsemployeesto enter Time Card adjustmentsusing that earning code.

e Manager Access: This permission allows managers toenter Time Cardadjustmentsusing that eaming code.
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e Supervisor Access: Thispermissionallows supervisorsto enter Time Card adjustmentsusing that eaming
code.

Entering Time Card Adjustments

Calendar View

Oncethe Time Card Adjustment Rule existsand istied toa policy group, the optiontoaddan adjustment willappear
onthe TimeCard. Please follow the stepsbelow to enter and adjustment.

Navigate to Employee Self Service > Time > Time Card. Selectthe employee that needs the adjustment added.
1. Clickonthe down-arrownext tothe date onthe Time Card where youwant toenter the Time Card

adjustment.
2. Select*Add Adjustment.”

David Su | |iva n Pay Group: Biweekly

< 1of13 > = _
Q Employee#: 1006 Status: Active  Hire Date: 11/13/2017

O Verification: Unverified = ~ (@ ReguestTime Off &= View Scheduler B Timel

Calendar Spreadsheet

a aq . . . —

Delete Dav

3. Enter theparameters for the adjustment inthe Adjustment area.
4. Whenfinished, clickonthe Saveicontosave the adjustment tothe Time Card.

x
Adjustment
Date: | 02/11/2021
Adjustment:| Mileage hd
Amount: | 50.00 Dollars ~
Labor Group
Loc/Dept: Mot Assigned
Labor Default Override
Location: ~
Department: £
Notes
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Any day where anadjustment exists onthe Time Card, will showan ‘Information”icor — to theleftofthedate. Auser
canview thedetails onthe adjustment by selecting the downarrowtotheright ofthe date.

Delete Day
Add Adjustment

Spreadsheet View
Navigate to Employee Self Service > Time > Time Card. Selectthe employee that needs the adjustment added.
1. Onceonthe employee's Time Card, clickonthe Spreadsheet buttonto access spreadsheet view.

Calendar Spreadsheet
Q Q - .

2. Clickonthe i iconnextto theday of the week to which the adjustment needsto be added. From the drop-
downselect "Add Adjustment.”

2 Show Results - + @ Request Time Off
Calendar  spreadsheet
Start Date Start Mode
02/08/2021 Auto
02/09/2021 Auto
02/10/2021 Auto
02/11/2021 Auto
02/12/2021 Auto
02/13/2021 Auto




Jsolved

Help Docs

Time Card Adjustments

3. Enter theparameters for the adjustment inthe Adjustment area. When finished, clickonthe Save iconto save
the adjustment tothe Time Card.

x
Adjustment
Date:| 02/11/2021
Adjustment: | Mileage b
Amount: | 50,00 Dollars -
Labor Group
Loc/Dept: Not Assignad
Labor Default Override
Location: w
Department: i
Notes
Bl save

Any day whereanadjustment exists onthe Time Card will showan — iconto theright of theday. Auser canview the
details onthe adjustment by selecting theicon.

& Show Results

Calendar  gpreadsheet
Day

i+ Mon

i Tue

i+ Wed




