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Selecting your Template
Templates can be selected and used on any of the pay entry screens.

Individual Time Entry

Individual Time Entry [ Help-
4 Check Type 4 Pay Frequency < Total Hours < Total Earnings % Total Deductions 4 Total Taxes
X Regular Check 0.00 0.00 0.00 0.00 Options

#+ Add New [ Preview Check & Refresh

Template: | Reaular
[ Show Accrual Balances ) Show State/Local Override ' Block Direct Deposit | Show Shortcut Keﬂ

Regular Salary: 27000.00 [E]

Select the appropriate Template from the drop-down box for the headings you would like to appear to
make payroll entry efficient.

Time Entry Grid

Time Entry Grid » Pay Date: 2/20/2017
Template: [ AL v I Org Category: | ALL v Statust | Active v Search:
=] Entry Report @ Entry Export Value: v Employee Type: | ALL A Apply Reset

(] Show Sort [] Expand Employee Name [#] Show Total Hours  [) Show Total Dallars (] Show Total Deductions  [] Show Total Taxes Page 1 of

Select the appropriate Template from the drop-down box for the headings you would like to appear to
make payroll entry efficient.

Additional Check Entry Grid

Additional Check Entry Grid » Pay Date: 2/20/2017

lTempla[e: Commission v l Org Category: | ALL v Status: | Active v
Additional Check: | Commission v Values v Employee Type: | ALL v Apply Resst
[} Show Sort  [[] Expand Emplayee Name  [I] Show Toral Hours  [@) Show Total Dollars [0} Show Total Deductions [ Show Total Taxes Page 1 off

Select the appropriate Template from the drop-down box for the headings you would like to appear to
make payroll entry efficient.
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Labor Entry Grid
Labor Entry Grid » Pay Date: 2/20/2017
lTempIatE: Regular v l Org Category: | ALL v Status: | Active v
[ Entry Report | B8 Entry Export Value: v Employes Type: | aLL v Apply Resel
Page
'age Total: | |
201 Cork, Jerry L Salary: 25000.000 [ £l | | | |
05 - Corporate Officers | | |
32 - Mail Room 12.0000

Select the appropriate Template from the drop-down box for the headings you would like to appear to
make payroll entry efficient.
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