MANAGERS - EDITING PAYCODES

: Objective ~ change the pay code.

Purpose

cloud

To learn how to manually enter pay codes to your timecard. Only a Manager licensed user will be able to

The hours enter into a timecard are automatically allocated to a default pay code based on the Pay Rule

assigned to the employee. Hours that require a different paycode, (absent paycodes), you can manually
add the applicable pay code and the associated hours in a timecard. For paycodes such as vacation, in-
lieu time off requests, the recommended approach is to use the request for time off module which

automatically adds the pay code.

A pay code cannot be entered on a day that a Punch exists. A line with a time punched In or Out is reserved for
the pay rule to calculate. A pay code entry is essentially an override to the pay rule or replacement for a pay rule.

Log in to myCloud Timecard (Workforce Central)

Go to an employee’s Timecard

If a Punch exists, delete the punch(es) by clicking on the X

Two Options available:
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Save

2. Left Click on the pay code cell
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Although you see the pay code, the system will check in the background to validate if you have access to use the
pay code. An error message will display if you are disallowed to use that particular pay code.

The system will also validate if hours are available in the employee’s accrual balance. Please refer to the paycode
reference guide on the intranet for additional help on choosing the right paycode.
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