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TimeCard Instructions 
 
 
 1 -- TimeCard Setup 
 
 
In your Payroll module (open PayrollBook.xlsm in Excel): 

 
 
 
 
Click on the [TimeCard] icon (see figure 6-1) below: 
 
Figure 6-1 
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Click on the Setup icon: 
 
 

 
 
 
 
 There are three sections in the setup page: 
 

Labor Type or Jobs type:  Enter all possible labor types 
Equipment or tools to be used: Enter all equipments or tools that need for the projects 
Job/Project List:  Enter your Job/projects. 

 
You can always edit them and update them when necessary.  For example, when a job is finished or done you can 
remove the job/project from the list.  Or when you get a new job/project, you may enter it in the list; or when you 
purchased new equipments you may want to put them in the list. 
 
The idea of this setup is to track the hours your employees working on a job/project, what type of labor hours, and what 
type of equipments or tools were used for the jobs or projects. 
 
Click the return icon to go back the main menu (Figure 6-1). 
 
 
 
2 – Enter Employees’ Time Card 

From the TimeCard main menu (Figure 6-1), Click on the [Enter]  icon.  You will enter hourly employees’ time sheet 
here.  You may enter data daily and post them weekly. 
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A) Select a week begins from the drop-down selection box (Sample below shows the selected week starts on 

July 27, 2020) 
 
B) Select an employee from the Name drop-down selection box. (John Smith) 

 
 
 
C) Enter your job number or project number in “Job Num” colomn A, Select labor type and Equipment/tool 

use.(If no job or project number is entered, the system will consider as Overhead cost) 
 

 
 
The job # J1006 in Red meaning job number 1006 is not found  in Setup list.  For Job/project # 1003, it is Iron 
Work and it is a union job, the 2 hours work will be subjected to pay union rate.  If there is no Labor type or 
Equipment selected, the hours worked will calssify as “Overhead” cost. 
 
D) Enter “In” and “Out” time. Enter time between mid-night 12:00 to noon 12:59 as “0” and “1259”. For 

example, 5:00 AM coming in, enter 500 without entering the column “:” or AM; 5:00 PM out, “enter 500+”. 
The “+” sign stands for PM. 
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E) After you finish entering an employee’s working day or week time sheet, click the [Record it] button to 
record the time. You can record it daily or weekly. 

 
 
After you click the [Record it] button, the days with time data will be darkened.  So you can continue to record the 

remaining days later.  However, if it is an error or a mistake, you can click the “Undo Record”  icon to re-enter the 
time data. 
 

 
 
 
 
3  – Post and Time Adjustments 
 

A) Weekly Post 
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After you recorded ALL employees’ time sheets for the entire week, click the [Weekly Post] button to post all 
recorded hour to payroll. You can only post once a week. Once posted, the weekly records will be saved in 
history. The file named as ZZ-PR-TIME-WKYYYYMMDD-YYYYMMDD.xlsx will be saved in your program folder for 
your futuer reference. 

 
 

 
 
 

B) Adjustments 
You may want to double check or review the data before record the data or post the week.  You can roll the 
time sheet to its bottom. You can see the totals.   

 
 
 

The total shows 32.75 hours. You may manually enter adjustments to the hours if needed: 
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You can see a 1.08 hour was entered on Tuesday to make up the 8 hour per day if the employee was not 
recorded in his/her timecard.  8 hour was entered on Friday for holiday pay if needed.  The program automatically 
calculates the over time if hours are more than 8 hours per day or double time if hours are more than 12 hours in a day.  
However, you can manually overwrite the overtime or double time calculated by the system.  You may enter the correct 
overtime or double time number in row 304 and row 305. 
Please note that all adjustment entries are to be entered in decimal number. For example, 2 hours and 30 minutes enter 
as 2.5 hour (rather than 2:30) 
 
 

C) Re-enter a posted week time sheet 
 

For whatever reasons, if you discover the time sheet were recorded and posted in error you may re-selection 
that week and enter the time data again. 
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If you select a week that has already been posted, a warning message will popup. Click yes to confirm, then you will see 
“Selected Week Posted” underneath the week selection box indicating the week has been posted and the posted 
information will be replaced by the new data if you select “Yes” to enter again. 
 
 
3.—Reports 
 

A) View Time 
 
For the new week, when you record  a time sheet day for an employee, the hour will show on this report.  

To view what you have enterred for the week click the Time Folder  
 

 
 
 
 

B) Job Cost Report 
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 If you click on the Cost folder the follow screen will be shown: list of job numbers with the week ending 
dates, employee hours, labor types, and equipment used.  You can then export the data for analysizing the costs of jobs 
or for your own use. Click the [Export] button to export the costing sheet. 
 

 
 
 
 This list will remain this sheet until you close the period.  Generally speaking, when a job is completed you 
should close the sheet and start over again.  Or if you have multiple jobs/projects, you may not want to keep the list too 
long and need to close the sheet periodically such as at month end or year end for instance.  To do so, click the [Close] 
button, the data will be saved under a file as ZZ-PR-Cost-YYYYMMDD-YYYYMMDD.xlsx   in your program folder.  You can 
use this file for future reference. 
 
 

C) Post Weekly Report 
 

 
 

 Select a week, and then click the report  folder, a time sheet summary will be exported. 


