Perform Time Job Aid:
PERFERM Time Card Functionality

Time Cards - Perform Time

To help supervisors and managers manage their employees’ time and attendance

information, timecards contain employee-entered punches as well as indications based on

policies assigned to the employee and actions to be taken by the manager.

In this Job Aid

Time Cards - Perform Time

—_

Perform Time - Time Card Icon Legend

Time Card Navigation and Settings

Time Card Punches, Hours, and Other Pay

Time Card Exceptions
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PERFERM

Perform Time - Time Card Icon Legend

The Time Card has several icons or symbols that you might see next to punches, hours, or

other details.

Depending on the services or configuration options enabled for your organization, or how
employees record their time, you may see different types of icons.

Review the table below for a description of each icon:

Icon Description:
Green circle « In punch
Grey circle ® Out punch

Red Square =

Meal Deduction: client defined as Auto-Deduct within the Meal
policy

Blue Dot =

The record has been manually edited

Double right arrows >

The punch was created on the next day and has been pulled back

Double left arrows

The punch was created on the previous day but has been pushed
forward to pair with another punch

Grey fork/knife 8

Out punch for lunch

Green fork/knife F

In punch for lunch

Calendar &

A scheduled shift has been applied for that day

Yellow Triangle

Non-Critical Exception: client defined within the Time Card Exception
policy

Red Circle @ Critical Exception: client defined within the Time Card Exception
policy for Missed Lunch and/or Missed Punch
Red Text Time Card Error: Paycor defined within the Time Card Exception

policy for Hours Missing Department and Hours Missing Earning

Grey Triangle A

The exception has been acknowledged

Orange Pencil

Action to edit an existing Exception Acknowledgement

Orange X

Action to reset a previously acknowledged Exception
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Monday, May 07 2018

Timesheet
B Scheduled: 09:00 AM - 06:00 PM (09.0000)
10:00 AM - Clocked In to 1002 - Design ®
A\ 60 minutes in late (Actual Punch 10:00 AM) - Select Reason
12:00 PM - Clocked Out
Hours: 1002 - Design, Initech, Project 5, Logistics
01:00 PM - Clocked In to 1002 - Design
f 07:00 PM - Clocked Out®
Hours: 1002 - Design, Initech, Project 5, Logistics
A\ 60 minutes out late (Actual Punch 07:00 PM) - Acknowledge

Tuesday, May 08 2018

Timesheet

Scheduled: 09:00 AM - 06:00 PM (09.0000)
12:00 PM - Clocked In to 1002 - Design
A\ 180 minutes in late (Actual Punch 12:00 PM) - Select Reason
01:00 PM - Clocked Out
Hours: 1002 - Design, Initech, Project 5, Logistics
@ 06:00 PM - Clocked In to 1002 - Design

© Missed Punch - View Punches by Day

© 08.0000 Total Hours (08.0000 Reg)

+ Add -

Reg: 02.0000

Reg: 06.0000

Total Hours: 08.0000

© 01.0000 Total Hours (01.0000 Reg)

Reg: 01.0000

Total Hours: 01.0000

& .

& -

& -

Add ~

em)
& -

B A a
Daily Notes
=
@ Daily Audit View
A O a
Daily Notes
0z

‘@ Daily Audit View

Friday, May 11 2018

Timesheet
[ Scheduled: 09:00 AM - 08:00 PM {08.0000)
09:00 AM - Clocked In to 1002 - Design

06:00 PM - Clocked Out
Hours: 1002 - Design, Initech, Project 5, Logistics (g

Saturday, May 12 2018

Timesheet

A\ Not Scheduled - Select Reason

I 08:00 PM - Clocked In to 1002 - Design

# 02:00 AM - Clocked Out
Hours: 1002 - Design @

Figure 1: Example set of Time Card icons

© 08.0000 Total Hours (08.0000 Reg)

Reg: 08.0000

Total Hours: 08.0000

@ 05.0000 Total Hours (05.0000 Reg)

Reg: 05.0000

Total Hours: 05.0000

+ Add ~

o -

+ Add -

E a
Daily Notes
A
@ Daily Audit View
A a
Daily Notes
&

@ Daily Audit View
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Figure 2: Example set of Time Card icons
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Time Card Navigation and Settings
Here is an overview of the Time Card settings and functions.

@) You can navigate to the next or previous period by using the Previous or Next buttons.

[2) You can also view a specific date by using the Select Date box. The date range being
viewed will persist, even when switching to view different employees.

(3) By clicking Time Card Settings button, configuration options will appear that will
change the way the time card is viewed. (Descriptions on the next page.)

e Show times in 24 hour format - changes the punch in and out times from a 12
hour format to a 24 hour format.

e Show hours in hour-minute format - changes the values in the Hours column to
be viewed in "hour-minute" format rather than in decimal format.

¢ Number of decimal places - changes the number of decimals shown in the
Hours column.

e Display period - changes the displayed view between the employee's pay
period and their overtime week.

(4 If the time card has been saved, but other edits have been made to the employee, such
as a policy addition or deletion, then the time card would need to be recalculated to
process the time card. This can be done by clicking the Recalculate Time Card button.

Screenshots are continued on the next page.
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Updated Version of Time Card

Tuny You're currenily using an updated version of ihe Time Card. Tell us what you think
Jackson
Employee #7 i
Time Car
Employee v
Department =t
— , e M| 09/07/2014 H
102 - Cincinnati H
C i i
ompensation Total = H

View Settings

Show times in 24 hour format - changes the punch in and
out times from a 12 hour format to a 24 hour format.

Show hours in hour-minute format - changes the values in
the Hours column to be viewed in "hour-minute" format
rather than in decimal format.

Display First and Last punches of each day - allows a user
to see punches in the collapsed daily summary bar.

Number of decimal places - changes the number of
decimals shown in the Hours column.

Display period - changes the displayed view between the
employee's pay period and their overtime week.

Daily Summary - users may choose to have the summary
bars expanded or collapsed.

Bulk Entry Time Card

f § o,

Donna
Quinn

Time Card

Employee £14

Employee

Company

‘Compensation 4

Time & Attendance .

Accrual Acti

|| 22 (1) .
! M | 08/24/2014 9
- 23

Accrual Setup

Work Hour Settings

ECE 04

Pay Policies

08:25 AM 11:35 AM 0316

Use the Previous Version

W 09072014

above time card is correct.

View Settings

") Show times in 24 hour format

() Show hours in hh:mm format

] Display First and Last punches of each day

Number of decimal places

2 v

Display Period

Pay Period v
Daily Summary
Collapsed A

060
H oo

12:42PM (c] 05:00 PM (c] 04.30 Reg v

Cincinnati BW v

W | 08124/2014 LI

View Settings

[# Show times in 24 hour format
[#| Show hours in hh:mm format

Mumber of decimal places

2 v

. /oy Period

Updated:
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When adding new punches on the time card, hours are displayed for the punches prior to
saving. Note that this does not work when editing punches, as hours may already exist.

When adding in punches, the system has a quick method for input. It can support all formats
including shorthand. For example, the system can handle "5p", "7pm", "20:00", and “11:55 PM.

The quick method of entering punches on the Time Card will assume an "Auto" In/Out status,
meaning that the system can switch punches to be IN or OUT as it sees fit to correctly pair
punches together.

Updated Version of Time Card
To add a punch, first expand the day you would like to edit. Click + Add, then + Punch.

Type in a time in the Time field.

Another option of editing punches is to click the clock icon next to the Time field.

¢ Punch Time - Can you the dropdown boxes to easily select a time to enter into
the Time Card.

Activity Type - Pick what type of activity the punch should be.
Status Type - Pick whether the punch should be an In or Out punch.
Department - Pick a department for the punch.

Department Transfer - Pick whether the punch should be a department transfer
or not.

¢ Delete- Removes the punch from the Time Card.
e OK- Saves the changes to the Time Card.

Clickﬁ next to the Time field. Saving the Time Card is what triggers the processing
calculation. This includes rounding punches, adding meal deductions, holiday hours
generating, calculating overtime, and so on.
The Time Card has a few symbols that you might see next to punches or hours.
e Dot (*) - the record has been manually edited.
¢ Doubleright arrows (>>) - the punch was created on the next day and has been
pulled back.
e Double left arrows (<<) - the punch was created on the previous day but has
been pushed forward to pair with another punch.
To add hours, click + Add, then + Hours. This will populate a new Hour, Earning, and
Department field. Then type in the desired hours, select the earning code and
department.
To add other pay, click + Add, then + Other Pay. This will populate a new field to enter
in an amount and a dropdown box to select a code.

@ \iew Punches by Day To see a

@ Time Card History

To see a quick view of all punches for a week, click on

chronological timeline view of employee time card changes, click on

To see a more detailed view of a day’s punches, click ® Daily Audit View. This will
open the Time Card Daily Audit view, which will show Active and Deleted punches as
well as applied policies that are impacting the timecard, such as Premium pay.

The "Hours Summary" section at the top of the Time Card doesn’t update until the Time
Card saves. This is because processing needs to occur to make sure all earnings are
accurate.
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Note: A "Deduction"icon will appear if the employee is using a meal policy that is
configured to deduct hours. The Supervisor can override the deduction by editing
that column.

X Backto Time Card

Timeline

| 20160327

@ Punch Inserted
oy Nacole Gombs wa TimeGara

Waork punch at 08.00 AM in Cincinnati Hourty added to 3

X Dackto Time Carg

Punches

© Punch inserted
by Nacole Coms via TimeCard on 2016.03:28
Date Punch Time Punch

Lunch punch at 11:30 AM in Cincinnat Hourty added to 32 Count

© Punch Inserted

03127116 06:00 AM

0312816 08:00 AM
11:30 AM
01:00 PM
08:00 PM
07:30 AM

Time Card

12:00 PM

Pay Period Summary

{102

Department eg oT Total 94118 ify that the above time card is correct
102 - Cincinnati Hourly 40.0000 06.5000 46.5000 ‘
Total 40.0000 06.5000 46.5000

Daily Activity @ Time Card History @ Viiew Punches by Day Expand All

Sunday, March 27 2016 06:00 AM - !Contains Exceptions ¥

Monday, March 28 2016 08:00 AM - 08:00 PM @ 10.50 Total Hours (10.50 Reg) a

Daily Notes
Timesheet o + Add ~ v
Time + Punch 9
9 hh:mm o] Cancel e + Hours

4+ Other Pay
08:00 AM - Clocked In to 102 - Cincinnati Hourly 6 & ~ @ Daily Audit View
11:30 AM - Clocked Out 102 - Cincinnati Hourly (Reg): 03.50 - @
01:00 PM - Clocked In to 102 - Cincinnati Hourly -
08:00 PM - Clacked Out 102 - Cincinnati Hourly (Reg): 07.00 -
Total Hours:  10.50
Tuesday, March 29 2016 07:30 AM - 05:00 PM @ 08.50 Total Hours (08.50 Reg) s
Daily Motes
Timesheet + Add ~ v
07:30 AM - Clocked In to 102 - Cincinnati Hourly o~
12:00 PM - Clocked Qut 102 - Cincinnati Hourly (Reg). 04.50 -
I 01:00 PM - Clocked In to 102 - Cincinnati Hourly B~ o Dy Audit view
05:00 PM - Clocked Out 102 - Cincinnati Hourly (Reg): 04.00 & -
y . . Back to Time Card
Time Card Daily Audit (03-28-2016)
Wednesday, March 30 2016 07:30 AM Punches
| [ST— Actual Puncn Time [ —
Thursday, March 31 2016 06:00 AM
~ | ACTMVE ALty 08:00 0312812016 08:00 0372812016 15:59 03/28/2016 Wark cincinnati Hourty Manual Nacale Combs
Friday, April 01 2016 09.00AM | acTIVE Auta 11:30 03/26/2016 11:30 03/26/2016 15:59 03/28/2016 Lunch cincinnati Hourly Manual Nacole Combs
T ACTME ALty 13:00 0312812016 13:00 0372812016 15:59 03/28/2016 Wark cincinnati Hourty Manual Nacale Combs
Saturday, April 02 2016
© | ACTNVE ALty 20:00 0312812016 20:00 0372812016 15:59 03/28/2016 Wark cincinnati Hourty Manual Nacale Combs
AR iours
o
ACTIVE 35 Reg Cincinnati Hourly 13:20 0373012016 0 Nacole Combs
ACTIVE 7 Reg Cincinnati Hourly 13:20 03/30/2016 0 Nacole Combs
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