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ENTERING HOURS

1. Go to Payroll.
2. Go to Daily Work.
3. Go to Payroll Transactions.
4. Employee ID-Enter the first employee’s ID and hit enter or hit F2 and look up from the list.

5. If this is the first employee hit A to add transactions.  If transactions show up you can delete them (F3), edit them (hit enter), or add more transactions (A).

6. All the information at the top section comes from the employee master file.  If it is correct (which it should be) hit tab to go to the middle section.  If you need to change the department ID or any other field hit enter to that field.

7. Earn-the default earning code will appear.  Normally this is REG. If this is correct hit enter or hit F2 to look up other earning codes from the list.

8. Enter the number of hours for the employee

9. The rate comes from the employee master file, hit enter if it is correct or change it.

10. The hours x the rate will extend to the amount.  Hit enter to add more hours such as OVT or VAC or SIC hours.  Or if this is all the hours an employee has page down.

11. Enter the next employees’ ID and repeat steps 6-10 until all hours for all employees are entered.

12.  You will not have to enter any weekly hours for Salaried Employees.

13. To enter vacation or sick hours for a salary employee follow the above procedure for entering hours, but zero out the rate.  The hours x the rate will extend to zero (0).  The salary employee will still get their regular pay but vacation and sick hours used will be deducted from the remaining leave.

14. When all hours have been entered hit F7 from the Employee ID field.

15. Hit F7 again to get to the main payroll menu.

16. Go to Time Ticket Journal.
17. Hit enter for Employee From/Thru.

18. Print by-Enter 2 and hit enter.

19. P to Print

20. Select printer.

21. If the total hours on the time ticket journal are the same as what you entered, go to Post Transactions.
22. Have you printed the Time Ticket Journal and Misc Deductions Journal-Enter Y and hit enter.

23. P to Print

24. Select printer.

