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Click 'Current Time Card.' %
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025

=| Tar IO View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template Y,
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
. i Absence Management )
Department Business * Payroll Time Type & Type Start Stop Quantity Start Stop
1 0 hours
0 hours
4/16
0 hours
Double-click in the Department
Business field, then click the arrow 0 hours
0 hours
0 hours

0 hours

A4 I —————————————————————————————————————————————————————————————————————————————————————————————————————



DE DePaUI Employee eee Save and Close ‘ ‘ Save ‘

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025

S| Tar IO View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template 4

5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13

Absence Management
Type

v 0 hours
5/16

Department Business * Payroll Time Type Start Stop Quantity Start Stop

0 hours

Select your position title.

College of Law - Dean FT Hourly 0 hours

Back 0 hours

0 hours
0 hours
0 hours

0 hours

O 00 00 1AW N

0 hours
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DE DePaUI Employee eee Save and Close ‘ ‘ Save ‘

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025

S| Tar IO View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template Y,
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
. : Absence Management .
Department Business * Payroll Time Type & Type Start Stop Quantity Start Stop
1 | College of Law - Dean FT Hourly J 0 hours
2 A 0 hours
6/16
3 0 hours
Double-click in the Payroll Time
4 Type field, then click the arrow that 0 hours
5 appears. 0 hours
6 Back 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours

=4
=

N hnire
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DE DePaUI Employee eee Save and Close ‘ ‘ Save ‘

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025

S| Tar IO View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template Y,
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
. : Absence Management i
Department Business * Payroll Time Type & Type Start Stop Quantity Start Stop
1 College of Law - Dean FT Hourly v 0 hours
2 0 hours
7/16
3 Regular Hourly 0 hours
Select your desired time type from
4 _ the menu that appears. 0 hours
Holiday :
5 For this walkthrough, select the 'Hourly' 0 hours
option.
6 Early Cl 0 hours
arly Close
7 Back 0 hours
8 0 hours
9 0 hours
10 0 hours
11 N haire

-
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DE DePaUI Employee Save and Close ‘ ‘ Save ‘

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025

S| Tar IO View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template Y,
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
. : Absence Management .
Department Business * Payroll Time Type & Type Start Stop Quantity Start Stop
1 College of Law - Dean FT Hourly Regular Hourly 0 hours
2 A 0 hours
8/16
3 0 hours
Enter quantity of hours worked for
4 the pay period's first day in the 0 hours
5 Quantity field, then press enter. 0 hours
NOTE: While this walkthrough creates a h
6 template based on the Quantity field, you O hours
7 may allso bgild a template with Start and 0 hours
Stop times if you prefer.
8 0 hours
Back
9 0 hours
10 0 hours

11 N hnire

4
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Enter quantity for each remaining
day in its respective Quantity field.

DE Depau] Employee Note that the template can span the Save and Close ‘ ‘ Save ‘

entire two-week pay period.

FT Hourly When you are finished, click 'Next' to

continue.

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025 S
ac

S| Tar O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template v 4

5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13

Absence Management

. " :
Department Business Payroll Time Type Type

Start Stop Quantity Start Stop

College of Law - Dean FT Hourly Regular Hourly 7 7 hours

0 hours

1

2

3 0 hours
4 0 hours
5 0 hours
6 0 hours
7 0 hours
8 0 hours
9 0 hours

10 0 hours

11 N hnire



DE DeanI Employee Save and Close ‘ ‘ Save ‘ )

FT Hourly

10/16 X

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025 For this next step, if you see a 'Save

as Template' button, click it. If not,
click '"More Actions' (i.e., the '..."),
then select 'Save as Template'

E] Tar O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template from the menu that appears. ¥

Back

5/12/2025-5/25/2025 Monday, May 12 Tuesday, May 13

Absence Management

. * :
Department Business Payroll Time Type Type

Start Stop Quantity Start Stop

College of Law - Dean FT Hourly Regular Hourly 7 70 hours

0 hours
0 hours

0 hours

1
2
3
4
5 0 hours
6 0 hours
7 0 hours
8 0 hours
9 0 hours

10 0 hours

11 N hnire
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Click in the Name field, then enter
the name of the template. You may
choose its name at your own

discretion.

Name

Required

Cancel Save



Template

Template
New

Name

7 Hour x 5 Day = 35 Hours

12/16

Click 'Save.'

Back
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D E 13/16

Click 'Clear Time Card' to clear
" your time card's current entries.

Person ’5to0 5/25/2025
Back
E nI IO ‘ View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ‘ ‘ Change History Y,
Clear Time Card
025 - 025 Monday, May 12 Tuesday, May 13

Department Business * Payroll Time Type Absence Manage?;:; Start Stop Quantity Start Stop
1 College of Law - Dean FT Hourly Regular Hourly 7 70 hours
2 0 hours
3 0 hours
4 0 hours
5 0 hours
6 0 hours
7 0 hours

A4 I —————————————————————————————————————————————————————————————————————————————————————————————————————
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DE DeanI Employee lale Save and Close ‘ ‘ Save ‘

FT Hourly 14/16 x

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025 SlaS ARplylEmpiate:

Back
|§| ]ﬁ'{ l_'|:| View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template W Change History
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
. i Absence Management .
Department Business * Payroll Time Type & Start Stop Quantity Start Stop

Type

I e R & B - N

0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

0 hours

14— —I——
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025

|§| ]ﬁ'{ l_'|:| View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template W ‘ ‘ Change History

15/16
5/12/2025 - 5/25/2025
Select your template.

Department Business * Payroll Time Type

Back

I e R & B - N

7 Hour x 5 Day = 35 Hours

7 Hour x 10 Day = 70 Hours

day, May 13

rt

Stop

0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

0 hours

14— —I——
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16/16

Your template will be applied to the

time card. Remember to click .
DE DePaUI Employee ‘Submit' to submit a completed time ." Saveand Close ‘ ‘ save ‘

FT Hourly card to your manager for approval.

Click 'Next' to conclude.

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025 Back
ac

=| Tar IO View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ‘ ‘ Change History Y,
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
. : Absence Management .

Department Business * Payroll Time Type & Type Start Stop Quantity Start Stop
1 | College of Law - Dean FT Hourly Regular Hourly 7 70 hours
2 0 hours
3 0 hours
4 0 hours
5 0 hours
6 0 hours
7 0 hours

A4 I —————————————————————————————————————————————————————————————————————————————————————————————————————



This concludes the walkthrough on adding and applying a

time card template.




