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At the end of the pay period, you will want to pull up your timecards to show the whole pay period. To
do this, select “Current Pay Period” for the Pay Date Range. This will help you avoid missing any edits
or approvals to be made.
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Fixing Missing Punches: Either the employee has not yet punched out for the day, they are missing a
punch, there is an overlap of times between two lines or Department is missing. If an employee is
missing a punch, they should add a note to their timecard as soon as possible.
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Approving the Timecards: We recommend you approve at least at the end of each week, but we
realize that is not always possible (Some actually do it daily). Please always refer to semi-monthly
schedule and/or reminder email from Payroll Dept regarding deadlines. If you always have edits and
approvals done by 4" and 19, before 12 noon, it will be appreciated.
You need to review 3 key points:

e Times each day worked look reasonable within their schedule

e [f employee works for multiple depts, make sure you only approve yours, and make sure that

you see the right dept # on the line you are approving.

e Each line has the green check mark v+ ¥ when complete.
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As you are going through the timecards and are missing an employee that you should be able to view,
please contact Payroll@principia.edu and let them know who needs added or removed from your
view.
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