Update Timesheets and Pay Statements After Initial Sync
1) In Payroll Prep, Re-Open Payroll 
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2) In Payroll Prep, click on Go To Time Prep
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3) In Time Prep, Unlock Pay Period
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4) Check the box next to “Include Unlocking Of All Accounts Within Pay Period” to unlock all timesheets in the time-period
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5) Navigate to timesheets in pay period. For example: Team > Time > Timesheets > By Pay Period and make sure filter is showing the correct pay period.

6) Click pencil icon next to timesheet you want to edit. 
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7)  Edit timesheet by adding time, removing time, or adding time off designation (amongst others). Click Save and check Counters to confirm changes.

8) Click back-arrow to get back to other timesheets.
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9) Make remaining changes to other timesheets, if necessary, then navigate back to payroll once done.

10) In Payroll Prep, Go To Time Prep

11) In Time Prep, run through each step again to process updates to timesheets:

*Reapply Pay Calculations
*Process Records
*Lock Pay Period
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12) In Payroll Prep, Sync Time (no need to Initiate Payroll again since you did it the first time you did your time prep and sync process)

[image: Graphical user interface, application, email

Description automatically generated]
[image: Application, table, Excel

Description automatically generated]

13) Check your payroll again to confirm the changes. You can check the pay statements by using Add/Edit Pay Statements. You can use the Employees Not Paid report and the Payroll Register (By PST) report amongst many others.
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14) If everything looks correct, you can finish your payroll process as you typically do.




image6.png
@ James Fraser

TimeEntry  Calc Detail

416 PM (D)

4 June 13,2021 - June 1

Counters  Summary By Day




image7.png
€ Time Prep

Time Prep: Weekly Pay Period (06/13/2021 - 06/19/2021)
© (1) Hide All

© The Time Prep screen will be enhanced with jump to link:

Pending Time Off Requests

Review Timesheet Status
Review Results

[ Create Payroll Interface File

Pay period is UNLOCKED. Please lock to prevent further modification




image8.png
A5 e

€ Payroll Prep

Payroll Prep: Weekly Regular 06/26/2021
© (1) Hide All

© The Payroll Prep screen will be enhanced with jump to links and progress bar during

[ Go To Time Prep

G0 To Time Prep'06/13/2021 - 06/19/2021 ( Weekly)*

Employee Related Functions

Hire New Employee(s)
Edit Employees

Initiate Payroll

Pay Statements: 7.
Employees: 7.
Payroll Was Already Initiated

Import Time (External)

View Import Log

06/13/2021 - 06/19/2021 (Weekly ): Sync Was Performed 5. Last Sync Was At 06/24/2021 01:20p




image9.png
E s220m (D) Feedback Qw @

< Payroll Sync Time: Weekly Regular 06/26/2021 -

< Page | 1 |Of1 » 1-1of1Rows Saved: [System] Yo B~

Pay Period Profile Start Date EndDate  ~ BatchGross v | Batoh Total Deductions (EE) Batch Total Taxes (EE) Created

©Q Q  Weeky 06/13/2021 06/19/2021 Open 2021062352 Closed $259.00 - - oszm2om |
PageTota




image10.png
Sync Time

06/13/2021 - 06/19/2021 (Weeky ): Sync Was P

Add/Edit Batches

Batches: 2

Sign-Off Open Alerts





image11.png
View Payroll

(8y Account), (By CC), (Summery), (By PST Summary)
LaborDistribution (Regular) (Summary)

‘General Ledger (summary)

Retirement Plan Report

Vendor Payments (Accrued) & (Faic)

View Invoice

Payroll Recap Funding

Payroll Recap & Funding (Pre Process) (Beta)

Direct Deposit Account Duplications

Master Data Change Report
System-Generated Retro Report

Child Support Calculation Details Report

Gamishment Calculation Details Report
View Pay Statement Manual Edits




image1.png
Ay e

< Payroll Prep

Payroll Prep: Weekly Reguiar 06/26/2021
© (1)

Batches: 2

Add/Edit Pay Statements

Sign-Off Open Alerts

‘There are NO unresolved payroll alert(s).

Pre Process Payroll, Payroll Is Processed And Closed _

Pay Statements: 7.
Employees: 7.
Payroll Was Closed On 06/24/2021 a1 01:23p.




image2.png
(S 405 M D7)

€ Payroll Prep

PaytolPrep Weekly Regular 06/26/2021
0 mon

G0 To Time Prep'06/13/2021 - 06/19/2021 ( Weekly)*




image3.png
Ay e

€ Time Prep

‘Time Prep: Weekly Pay Period (06/13/2021 - 06/19/2021)

© (1)

Pending Time Off Requests
Review Timesheet Status
Reapply Pay Calculations
Process Records

Review Results

[ Create Payroll Interface File

Pay period is locked as of 2021/06/24 13:20:00 EDT.




image4.png
Question

D0 you want to unlock "Weekly 06/13/2021 - 06/19/202172

[ T ——





image5.png
< Timesheets (By Pay Period)

< Page | 1 [of1 » 1-90f9Rows

Current view v

Permission

Employee Id

First Name

Last Name

Raw Hours

starts with

Starts with

2 erE

Edit

Approved (PayPrep Ready)

James

Fraser

4000





