
Documentation for Time Card Entry  
 
 
Peachtree has to be open and the company you want to use available. If you run the enhancement and  
Peachtree is not opened the module will open it for you. 
This enhancement allows time cards to be manually entered into payroll. From the main menu under 

Payroll  
Select the Time Card Entry module (TCE). You will have 5 entries into the module before you have to 
register the module. Once the module has been registered, returns are not allowed. 
 

 
After you select the time card entry module you will be prompted to enter a password. 
 



 
The default password is “password” and should be changed after you enter the module. Select the 

‘admin’  
user and change the password. You can then add new users and the associated passwords 
then confirm the password, and save the information. Save a copy of the users and passwords as there 

is  
no way to bypass the password screen.  
 



 
After you have created users and the associated passwords you have to set up the type of hours and 

minutes  
you want to enter(Options on main menu). You have the option on entering hours in 12 hour 

increments or a 24 hour clock. You also  
have the option of using minutes or hundreds of minutes. Select the type of hours and minutes then 

save and 
exit. 
 
 



 
After setting up the hours and minutes you can setup the type of rates you use in payroll. These rate 

names  
have to be the same as in Peachtree and in the same sequence. When you have setup the rate names 

save the  
screen. Then exit back to the main menu. 
 



 

From the main menu screen select the enter time cards. You will be asked for the week ending date. 
You  

have to supply the week ending date, as this module is controlled by week ending date. After you have 
supplied the week ending date you will see the time card entry screen.  



The time card id is system generated and cannot be changed. 
On the right side is the period type (weekly, bi-weekly etc) select the current pay type. 
 Under pay type you will see the week ending date supplied. On the left side is where you select the 

employee  
For whom you want to enter time. You can enter the Employee’s id or hit the F4 key for a lookup or 

hit the 
 … to the left of the F4 key for a look up. Select the employee you want. The employee payroll type in 
Peachtree maintain employees must be set to Time Ticket Hours. If the employee is not set to Time 

Ticket 
 Hours you will not see any time for them. After you have selected the employee select the date for the 

first  
day of the payroll period. Enter the beginning hour and minute (ex 09:00) the ‘:’ id automatically 

entered, then use the tab 
 or the enter key to advance to the ending time, then select the type for the time regular, overtime or 

what it relates to.  
The total hours will be displayed in the last column as well as in the total column at the bottom under 

the  
hours column. The box in the center will keep track of the hours by type regular overtime etc. Keep 

entering  
the time for the current employee until all of the time has been entered. You do not have to enter a 

week’s  
worth of time at one time. 
 You can enter time day by day. When you have finished save the time. The module will display a 

message 
 that the time has been saved. Click on ok and continue with the next employee. 



To enter time for an employee that has time already entered go to the open button at the bottom and 
select  

the correct employee. Just continue entering time as above. 
If you have selected and entered time for the wrong employee, select the wrong employee then open 

then hit the delete key. 
 The module will ask you if you are sure say yes and the record will be deleted. 
When you have entered the time you can print the time card edit list. The report is printed by 

employee by 
 date, by time type, with totals by type, by day, as well as total time by type and a grand total. You 

select the  
week ending date you want to print. You have to have unpost the time to print the report. 
 

 
 



 
When all of the time has been entered and verified the time can be updated to the Peachtree program 

for  
processing. When you update to Peachtree you will be asked if you are sure you want to update if you 

answer 
yes the time is updated . After you update to payroll you cannot make any additional changes. 

Peachtree will 
convert all time to hundreds. If you have a total time of 4 hours and 59 minutes Peachtree will convert 

the  
time to 4 hours 98 hundreds. If you are using hundreds and have 4 hours and 99 hundreds Peachtree 

will 
convert it to 4 hours and 98 hundreds. Peachtree does not convert to 99 hundreds of a minute only to 

98 
hundreds. To exit the preview of the report select the “X” in the upper right corner. 



 
Rerun time card edit list 
You can rerun any time card edit list after it has been updated to payroll for processing. You may print 

the  
report for any week ending date that has data associated with it, but you cannot make any changes to 

the data 
 

 



 
 
Purge Time Cards 
When you want to remove old time card data you can purge the data by week ending date. When you 

go to  
purge you enter the week ending date you want to purge and you will be asked if you are sure. If you 

answer  
yes the time cards are purged. A no answer and the purging will not be completed. When done you 

may get an error 
message telling you there are no more week ending date. This means there is no more date to delete. 
 



 
 
Backup/Restore 
 



 
When you backup the system you will be shown the path with the date and time of the backup. If you 

go to  
restore you can select the file you want to restore. 
 
The version shows you the current version of the enhancement. This is important if you are having 

problems 
That may have been fixed in a future version. 
 



 
The uninstall option will completely remove the enhancement from your system. If you have met the 5 

use 
Rule and uninstall, reinstalling it does not let you have 5 more chances. 
 
The documentation has the complete project documentation 
 
The exit will return you to the main menu screen. 
 
The minimize down the left side of the screen will hide the left menu. After you have done that you 

will see 
 maximize that will restore the menu for you. 
 
 



 
 


