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Payroll Services

General Timecard users are required to record their time worked by entering
their daily total of hours worked in their timecard.
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Select Current Timecard
Time cards will be available on the first day of the pay period.

Timecards will be moved to Existing Timecard on the first day of the next pay period.

This is what your timecard will look like before you begin entering time.

g5 @ © &
S— Sunday.July  Mondoyduly  Tuesdayduly  Wednesday  Thursdayduy  Friday August  Soturday, Sunday, Monday, Tuesday, Wednesday,  Thursday,  Friday, August  Saturday,

7/27/2025-8/9/2025 27 5 2 2uly 31 o1 August02 A0S AuUStO4  AugustOS AvgustOs  August07 08 August 09

Scheduled Hours. 0 75 75 75 75 75 o o 75 75 75 75 o Totals

Job * Hours Type * Quantity ~ Quantity ~ Quantity  Quantity  Quantity  Quantity  Quantity |Quantity Quantity Quantity  Quantity  Quantity  Quantity  Quantity

u
12

Total Hours




General Campus Timecard

AI’AIISIIII Peay

State Unlver5|ty

Payroll Services

To begin completing your timecard you will Select the applicable job in the drop down.

Sometimes you have to click a couple times to get the drop down to open up.

If you have more than one job, make sure to select the proper job as it could have an impact on
your pay and the general ledger account the wages are applied to.

Select Hours Type

The only hours type you should ever Select will be Worked Hours. If you can see any other type,
DO NOT select it as it will have an adverse impact on your payment.

Comp Time Earned is no longer an item you enter on your timecard. The system has been built
to calculate that accrual for you. You will be able to see this once you have worked over 37.50 or
40 (respectively) hours each week. You can view this by selecting the View Calculated Totals
button in your timecard.
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To enter your hours, click into the date field you wish to record hours on.
Again, you may have to click a couple times to get your cursor to engage.
When entering your time make sure your hours are on the same row as the proper Hours Type.

If you have requested absences you will see those on a separate row so you do not want to enter hours
worked on an absence row. It will put your timecard into an Error status, because absences are not
entered from the timecard but through absence requests.

Holiday hours will be entered onto the timecard by the Payroll Team. Holiday hours are the only
unworked hours that calculate toward Comp Time Earned/Overtime. Annual, Sick and other absence
ours do not count toward the Comp Time Earned/Overtime calculation.
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When reviewing your timecard, you will need to make note of the following.

1. Daily totals — at the bottom of each day you will need to verify you have accounted for all the
hours worked or requested off. If you took half day as leave you will need to make sure to
record your hours worked on that day so you a full day of pay. If hours worked are not entered
your pay will be short.

2. Absence requests — you may see an absence request on your timecard. It will show in a gray font
as soon as it is saved or submitted. DO NOT leave an absence request in a saved status. It will
not go anywhere until it is in an approved status. Once it is fully approved it will show in black
font like the rest of the timecard. DO NOT submit your timecard until your absence requests are
in an approved status.
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If you need to make note on a day that may have abnomalities you can do so by right clicking in the field
and selecting Add Comment. It will provide you a free type box to make your notes. Select Save when
you have completed your comment. You can only put one comment on each day.
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You will need to give your supervisor adequate time to review your absence requests, and approve them
BEFORE it is time to submit your timecard. Your full timecard must be in an approved status when time
is transferred or it will not transfer, causing an issue with your pay.

In the top right corner of your timecard you can find the Submit button. Once you have verified all your
hours are accounted for (at the end of the pay period) Submit your time.

*Note, some screens may hide the submit and/or approval buttons under the 3 dots. If you can
not see a submit button, click the 3 dots.

Save and Close Save

Please make sure everything is Submitted (not just saved) and Approved by the deadline to ensure your
payment is processed properly.

To review the status of your absence request you can go into Exiting Absences. If your absence is
not approved, talk with your supervisor to get it updated.

To review the status of your timecard you can go into Exiting Timecard. If your timecard is not
approved, talk with your supervisor to get it updated.



