
 

   
 

How to Edit Timecards for Hourly & Salary Employees 

• Select the arrow on the Manage Timecards tile 

 

• Verify the Pay Period and Group (Hyperfind) that you will be reviewing. 

 
See Pay Code Instruction Document to Add a Pay Code 

• Click here to view the document. 

Removing or Editing a Pay Code 

• To remove or edit a pay code that was entered onto the timecard, select the highlighted icon below on the desired line to delete the pay code. 

 

• Edit the type of pay code or hours by selecting the cell directly to make changes. 

***Pay Codes that are shown in purple originate from the schedule and cannot be managed in the timecard. Edits to these pay codes must be 

managed in the schedule. *** 

https://www.southalabama.edu/departments/financialaffairs/payroll/resources/pay-code-instructions.pdf


 

   
 

Transferring time / Editing transferred time on the timecard 

• Highlight the cell in the Transfer column next to the desired shift. 

• Select Search. 

• Select Add Business Structure. 

 

• Search by Location. 



 

   
 

 
 

• Select the correct location and job. 



 

   
 

 

• Select OK. 
• Select Apply twice. 

 
  



 

   
 

Adding/Editing a Work Rule on a Timecard 
• Highlight the cell in the Transfer column next to the desired shift. 
• Select Search. 
• Select add Work Rule. 

 
• Select the desired work rule from the drop-down list. 



 

   
 

 
• Verify that is correct pay rule for that employees pay rule. 
• Select Apply. 



 

   
 

 
 


