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Enter Timecard from Daily Assignment Screen

Timecards can be generated from the Daily Assignment screen.

.Y, Work Management

Restore

From the Work Management Menu choose
Daily Assignment

Q E Work Order

Work Date e Click Search

Shop Person

e Click Advanced Search to open up more
search fields
e Enter criteria to find the existing Daily

Assignments, such as Work Date and Shop

C] Last Narme Person shown below.

First Name

Created By = v l

Execute Advancnled Search

Daily Assignments

D Waork Date
C] Shop Person
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LYVl = Daily Assignments

Search

Export Feb 10, 2017 709805

e Click on the Work Date to open the Daily Assignment

= Daily Assignments

_ Work Date e On the Daily Assignment screen, click

o Timecard
Shop Person
Emaif\_J
Print
V"B = Rapid Timecard Entry ROLETEST About  Logow
Save Cancel
Work Date Shop Person Time Type/Labor Class Leave Code Work Order/Phase Action Taken Hours Start Stop.
Mar06 2017 8] (708116 al al | al qJ ( a) () ol | )]

ANNA BARWICK Q} Q}

[T\MEC‘—\RD LINE ITEM DESCRIPTION J

O (Maros 207 @) (708116 Q) [smacrveQ) Q)  [(Goormm Q) WOPEASEREPARRERACE THEENTHALRY! | a) (o]

ANNA BARWICK Y fr Q]

[‘\MECARD LINE ITEM DESCRIPTION ‘

O (esmnE) [ Q) [smaervea) Q) [t6rmest Q) PLEASEREPLACE THEBUL NTHE CELING [j| 000
ANNA BARWICK (orecT Ql (001 q

[T\MEC-"«RD LINE ITEM DESCRIPTION ]

O (varos 207 @] (7081 Q) [smaerrveq) [ Q) (16106300928 Q] Potholeat1ise a] (o]
ANNA BARWICK [leecr Q (001 Q| e

e The detail from the Daily Assignment will be loaded to the Rapid Timecard Entry screen.
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.Y"W = Rapid Timecard Entry ROLETEST About Logou

Save Cancel
Work Date Shop Person Time Type/Labor Class Leave Code Work Order/Phase Action Taken Hours Start Stop
(varos207 @) [ems Q] al | al [ Ly ( a) (I c) [}
ANNA BARWICK Q) Q)
{TIMECARD LINE ITEM DESCRIPTION |
0 (wmaros, 2017 @8] (708116 Q] [sTRAIGHT TIME QJ Q) (Tso0r-teorss Q) 1900 PLEASE REPAR/REPLACE THEENTHALPY | Q] [ow) |
ANNA BARWICK (omect Q 3 001 Q) e
(TIMECARD LINE ITEM DESCRIPTION |
O (Maros 207 @) (708116 Q) (smaehrveq) Q) (fenm3mes Q) PEASEREPLACETHERULBNTHECELNG Q]
ANNA BARWICK (omect Q) (oo1 Q)

[TIMECARD LINE ITEM DESCRIPTION |

O [(maros 207 8] (708116 Q) [srasmveQ) [ Q)  [w0s30m Q| P°g"“‘”56 Q 000 |

AR (oma__a) (C—
1. Enter the time worked.
2. Click @ to enter notes on the Phase.
3. Change the Time type to apply the correct labor rate.
a. Time Type Options
i. Straight Time
ii. Overtime
4. Click to create the Timecard.

= Rapid Timecard Entry

Cancel

e Once saved, the Timecard number will

e Click ¢ Back  toreturn to the Daily

o2 @) (wms Q) Assignment screen
EOBBY ROSAS SSIg e seree

|.TII"."IEC£".RD LIME ITEM DESCRIFTION

pr 11, 2017 801373

BOBBY ROSAS
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Add Work Order/Phases not on Daily Assignment

Additional Work Orders can be added to the Timecard by entering the following information.

LUL'M = Rapid Timecard Entry ROLETEST About Logout

Save Cancel

Time Type/Labor Class Leave Code Work Order/Phase
W ®m (@B q (8B a [ a [ © a C [ ol | )
L@ 9 L@ <

*All data is entered on one line.

Work Date — Can choose from a calendar
Shop Person — Enter employee number
Time Type

Labor Class

Work Order number

Phase number

Enter total number of hours

Optional - Add a description

ciick LTI

CoNoarMLNE

Changes and Deletions

i‘i! = Rapid Timecard Entry ROLETEST About Logout

Time Type/Labor Class  Leave Code Work Order/Phase Action Taken i o

Entry Line ——(ji152006 ] (708116 Q| [overtime Q Q|  [160812-270485 Q] (6] ) [}
ANNA BARWICK (drect Q Q

Teos12270485 Q) 3§ PLEASE PROVIDE 2 OF EACH OF THE 500 |
w01 Q) @ 2

Click to add Phase Note
I

Will become a Timecard
Record once saved. \’D\Jul 15,2016 ] (708116
Click to ANMAE

mark for

Removal

After Clicking the line will appear at the bottom section of the screen. Changes can be
made here if needed.
e To Remove a line Check the box in front of the line and then click BREWE

e Clickthe @ to add a note to the Phase.

The data entered remains on the Entry Line. This data can be changed as needed and new lines
added.

Click to Save all lines.
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