Timekeeping in Paycom

This guide will help you navigate how to enter hours on your own timesheet.

Using Web Time Sheet

1. Loginto your Employee Self-Service Paycom account
2. Navigate to Time Management > Web Time Sheet

IWant™ Time Management

so0d Lemmse]

Scheduling

3. Select Add Hours

Add Hours Add Comment
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4. Apop-up will appear. Enter the number of hours that you worked in the appropriate
field.
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5. Ifapplicable, add any other required information in the Allocation section by
selecting the drop down arrow next to the field
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6. Choose Add Hours at the bottom of the window to add them to your timecard
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7. Asuccessful entry can be seen at the bottom of the page in the Totals section. If a
dollar amount is associated with the entry, then there are no issues with the entry

Tax Profile Hours Rate Dollars

WA/WA/WA
) 8.00) 532.96 §5263.68

Pay Period Totals 8.00 $263.68

8. Ifanerroris made in the entry, you can delete the punch by choosing the Trash icon
on the right side of your timecard
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[ ]

9. Hourly employees MUST approve their timecards at the end of the pay period.



