User Guide

Timecard
Time Sheet Template Upload

em Y
empl ZQ




1. Goto Company Benefit Setup — Control Master.

£+ Company Setup

. Shift Hours Setup
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Approval Hierarchy Setup

ntrol Master

Control Master {Admin)

2. Select the 1°ttab Control Master.
3. Select Time Sheet.

4. Click Edit for the time sheet template download & upload.
Iml Payroll Setup EA Form Setup

1 Control Information{ +Required)

Select Control Master Time Sheet 2 v Add

Time Sheet Mapping Table Map Field Action
Display Employee No [0:offi1:an] 0 Edit
Including supervisor recoed [0:0ffi1:on] ] Edit
order by emp no or emp name [0:emp name/1:emp no] ] Edit
fg"“e sheet template download . iq0narayit) | 1-Aamin & sup] | 2:Admin only | 3:Sup Only 0

upload
time sheet template download [DEFAULT]:shift code with day type (same column), [CUSTOM_1]:shift start, end hour with day type (diff column), CUSTOM_ 2 Edit
& upload format [CUSTOM_2]: shift code with day type (diff column beside) = N

5. Underthe Map Field put “2” and click Save.

Control Information( #Required)

Select Control Master. Time Sheet v
Time Sheet Mapping Table Map Field Action
Display Employee No [0:offi1:0n] 0 Edit
Including supervisor recoed [0:0ffi1:0n)] 0 Edit

order by emp no or emp

o 0 By
time sheet templale dow 0-hide[Default] | 1:Admit 1 - | Ea"\nel

time sheet template [DEFAULT]:shift code with day type (same column), [CUSTOM_1]:shift starf, end hour with day type (diff
download & upload format column), [CUSTOM_2]: shift code with day type (diff column beside)

[0:emp name/1:emp no]

CUSTOM_2 Edit



6. Once open the feature, go to E-Time Card -> E-time Card Administration -> Time Sheet
(Admin).

& E-Time Card

[ ] Administration

Time Sheet (Admin)

7. Select 2™ tab Template, go to Download.
8. Select the Date range, Employee and tick the Including Shift Code, then click Download.

Time Sheet Time Sheet Report
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Upioas 2

Date Range | 2020-03-01 [E) - 2020-03-31 [=f 3 6
Department - Select options &

Superviser. Select options

Employee |513 selected ’I 4

Including Shift Code! n 5



9. Download done and open the Excel file.
10. Edit the as screenshot highlight below for that day is work day or off day or rest day.
11. The shift code can view on the second tab of the excel file.
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12. Once done complete the edit, save the excel file.
13. Go to Template -> Upload -> Browse and select the excel file has been saved.

Time Sheet il'ime Sheet Report

2 [ upioad Download

Legend
EN Invalid Emp No
c. Invalid Code
L.RE Leave Record Exist, RD, PH, OD Code is not allow
U.F. Update Fail

AR Access Required

W Choose File | No file chosen

Maximum file size per attachment is 3MB. Only xls, xlsx formats are allowad



