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STEP 1

Search Employees name in Search Bar

If you are wanting to add missing hours or edit hours for an individual employee, you will first 
search their name in the Search Bar at the top of the screen.
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STEP 2

Press Enter
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STEP 3

Click the 3 Dots

Click the 3 dots to the right of the employees name
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STEP 4

Time and Absence Dashboard

Under the Time and Absence Dashboard, click on Enter Time
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STEP 5

Enter the Date you want to enter it for (Beginning of the pay period or specific
 Date)
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STEP 6

Click OK
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STEP 7

Switch Calendar View

To view the whole pay period, click the Period Calendar icon at the top of the screen.
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STEP 8

Click the date you wish to add the hours

STEP 9

Fill out time Details
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STEP 10

Multiple Cost Centers & Positions

If the employee has multiple positions and cost centers, there will be drop down options. You 
can select the appropriate details for the clocking.
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STEP 11

Enter Comments

This is optional
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STEP 12

Lunch Attestation

If an employee does not take a lunch, a comment is required. You will need to enter "No Lunch" 
in the comment box

12 of 24



STEP 13

Click OK
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STEP 14

Other Enter Time options

Click Actions to view other ways to enter hours (enter by week)
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STEP 15

Enter Time by Type

This is where you can enter hours in groups by Time Type (PMLA, ON Call, etc.)
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STEP 16

Select the pay period you wish to add the hours for

STEP 17

Click NEXT
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STEP 18

Adding Hours

Click the + Sign to add the specific hours needed
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STEP 19

Search for the specific code you are wanting to add

STEP 20

Click here
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STEP 21

Enter Hours per day

STEP 22

Click Save & Close
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STEP 23

Quick Add Option

Another option to add hours per week is Quick ADD option.

Click Actions
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STEP 24

Click Quick ADD

STEP 25

Select the pay period you wish to enter hours on
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STEP 26

Click NEXT

STEP 27

Fill out time Type and Cost Center (if blank)
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STEP 28

Click NEXT

STEP 29

Fill out IN/OUT Times
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STEP 30

Select the dates you wish to add the hours to

STEP 31

Click OK
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