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CSUF Foundation

EmployeeTimecards -- Editing

1. Log onto TIMETRAK.

2. Set your keyboard CAPS LOCK to ON.
3. Select VIEW

4. Select MAINTENANCE

5. The following window will appear.

Select Employee [Active Status Only] M= E3
File RBecord: Wiew Optionz Help

Sequence
|TESTING |uunuuu123 |1234EEFEEI

b ajor IEmpIuyeeﬂ j
o 2] 1

Dept 0001 Minar II':'T'F'lD-"'EE"Tr j

|<|<|§ave|>|>||r ‘

6. Select the appropriate employee by doing either of the following:
a. Type in the LAST NAME and FIRST INITIAL of the employee.
Or
b. Type in the employee ID NUMBER.
Or
c. Use the arrows to scroll through the list to find the name of the appropriate
employee.
7. Select VIEW
8. Select TIMETRAK

9. Select TIMECARD
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10. The following window will appear.

Time Card™ [05/13/01): TESTING

File Edit Wiew

SigrlfE Becent Adds

FPay Date Date FPunch Twvpe

Time HT. Dept Error

Esn Ch

IS [=] E3

05/16/01

05/16/01 Absent

ns/17/01

05/17/01 Absent

05/18/01

05/18/01 Absent

05/21/01

0&8/21/01 ih=sent

o5/z2z/01

0&/22/01 ihzent

05/23/01

05/23/01 lbh=ent

05/24/01

05/24/01 Absent

11. Select the transaction that has a missing or incorrect punch by clicking on the left
gray box next to that transaction.

12. The following edit window will appear.

Punch Edit [Changed] |

Punch Type
Pay D ate
Funch Date
Funch Tirme
Departrment
Job Clazs
Hour Type
Shift Code
Clack.

Ermror

Reazon

Ok | Cancel | Help |

In

|

IS BRI B (L B o B R

05/25/01

05/25/01

IB:DD

0oo1

56914

INE4

01

01

m =

13. Highlight the entry you wish to change. Be sure to use military time for any time

entries.




Payroll Procedure Manual =~ Timetrak

Military Time is as follows:
1:00 = 1:00a.m.
2:00 = 2:00a.m.
3:00 = 3:00a.m.
4:00 = 4:00a.m.
5:00 = 5:00a.m.
6:00 = 6:00a.m.
7:00 = 7:00a.m.
8:00 = 8:00a.m.

9:00 = 9:00a.m.

13:00 = 1:00p.m.
14:00 = 2:00p.m.
15:00 = 3:00p.m.
16:00 = 4:00p.m.
17:00 = 5:00p.m.
18:00 = 6:00p.m.
19:00 = 7:00p.m.
20:00 = 8:00p.m.

21:00 = 9:00p.m.
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10:00 = 10:00a.m. 22:00 = 10:00p.m.

11:00 = 11:00a.m. 23:00 = 11:00p.m.

12:00 = 12:00p.m. 24:00 = 12:00a.m.

14. To remove an incorrect time entry:

Time Card™ (05/13/01): TESTING Mi=] &3
File  Edit Wiew Sign0ff BecentAdds
Pay Date Date Funch Type Time HT. Dept Error FEsn Ch
05/16/01 05/16/01 Mbsent * I
0s5/17/01 05/17/01 Absent G
05/18/01 05/18/01 Ahsent G
05/z1/01 05/21/01 Akhsent *
05/22/01 0O5/22/01 Ahsent e
05/23/01 05/23/01 Ahsent e
05/24/01 0&5/24/01 Ahsent E

Abhsent

Ihz. After Add Mew BEemaye Em

Pay from Scdq

| [Haste | In. Before

a. Select EDIT
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b. Click CUT

Select Employee [Active Status Only)
File Record: Yiew Options Help

|TE5TINI3 |uuuuuu1 23 |1234EE?BEI

i 2

I

Sequence

baicr IEmpIu_l,lee i

I<| < | Save | b | | | rDEDt 0001

‘ Mirior IEmpIU_I,Ieett

c. Select SAVE

End




