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Hourly Employee Timekeeping 

Add a Pay Code to Enter Time Off 
You can add a pay code to enter time off for a day or part of a day. 
 

To select a pay code on a timecard 

1. From your timecard, click in the Pay Code column.  

2. Click the drop down arrow to open a list of pay codes. 

 
 

3. Select the pay code you wish to use then tab, moving your curser to the Amount column. 

4. Enter the number of hours used into the Amount column. 

5. Save. 
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