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The process below details how a manager would add accrued time to an employee’s timecard.  

1. This can be done in either Individual or group hours. For this example I will use individual hours. 

Start by searching for the employee you need to add time for.  

2. Click +Add 

3. Check off Time Sheet Entry and then entry the correct date, total hours, job code, and cost code 

if needed. 

 
4. If the employee is taking multiple days off that are consistent you can change the days total on 

the bottom. This will then apply the time to the amount of days indicated. If there is a holiday 

or weekend during the continuous days, the days functions cannot be used.               


