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OBJECTIVES

=Register Paycor Account

“Enter hours & approve timecards




FIRST STEP...

https://secure.paycor.com/accounts/userregistration/register

LETS: GET STARTED

S3art th Signup prooess by teling us 3 Bt bet about who you e

Adoeds Code Last Mama

mmm) 124510 I ‘

[T You recesved an acoess code via emad. To make things even Ernanl
ey, e ol o Ehis sl Sow ol

Type in your last
name and email

o 02T Paydce, I Proviely Pobcy T & Condetsond  Comtst



https://secure.paycor.com/accounts/userregistration/register

DOB & Social Security Number

VERIFY YOUR IDENTITY

Wy your identity 10 contmas reqistration and keep your account safe

Date af Birth

CCCCCC




CREATE NEW ACCOUN

Create your

SIGN IN CREDENTIALS

Flease pick your credential option:

Create Mew Account (most %\mnn method)

iUse this method if this s your first teme regestenng with Payoor

——

- !
|
Merge Paycor Accounts
———
W’E a Paycor acoount and you'd like to unite them under one T —

¥ 1
|| |
)
I |
‘ _ ——
S —— I l

o 021 Payeee, Ine Prevacy Pobcy  Termns & Condtiond  Conbat




CREATE YOUR SIGN IN CREDENTIALS

Create your

SIGN IN CREDENTIALS

Lsemame Flease resd and accepl our End Liser License Agreement 1o
continue

1 - -
I This End User License Agreement ("EULA") 5 a banding -
Passweord contract between Paycor, Inc. ("Letenscs™)and you {Mriou®),
| as a user of any portion of paycor com accessed Using
= Credentials (a5 defmed below) (the “Wiebsie®) as hosted
! and updated by Licensor from tire 10 tne. This ELILA
IS I3 L} . d
Retype Password GOVErns your access 1o and use of the Website 1f you do
1 et acgepd thes ELILA G you do nat ikt of comgly with
o these provisons, you may ot use of access the Website [
} YOU ube oF a00ess the Wiebsite, your use or access vall be
|__deemed 1o be accentance of the EULA_ Licensor reserves 7
ﬂ I'agree 1o allonr Paycor o send me Sectionss Communicalons 7

I agree 10 Payoor's End User License Agreement

Create UserName and
| Password.

. Review the Agreement Back m

and click next.

|

= 2021 Papood, I Provacy Pobcy  Temns & Condeiond  Contact




SECURITY SETUP

Choose your

SECURITY SETUP

E Authenticator (recommended method)

Enable Authentication

™  Phone

Email

W aschumachens payoos oom

B

%Set up your preferred method for protecting and recovening your accouni

Choose how to

verify your
account

{513) 630-0530 We'll text you after you dick Save & Continue  Disable

[

Skip account recovery setup




READY TO LOG IN

THANK YOU

@ success!
You're finshed and ready to use Paycor, We're looking Torward 1o working with you

Sign In Now ‘h
i

Wie'll redenact you in 7 seconds

| |- BF i

= 2021 Payee, Ine Precacy Polcy  Terns & Condiions Contact




LOG IN TO PAYCOR

'C ™ Anta o Wate mo
Paycor Q Contact Us Watch Demo

Username

Forgot your username?

Password

Forgot your password?

or sign in using

Sign In with SSO

Don't have an account? Register here!

\CU'F”@,
Entrust’ Paycor.cam FAQ System Requirements Contact Privacy Policy Terms & Conditions © 2021 Paycaor, Inc. 25

— ARt




HOME> TIMECARD

PERFcR M Welcome, Tina My Settings  Sign Out E

Home Company Employees Reporing Me Resources GetHelp Give Feedback

Good Morning, Tina

Profile Summary Pay Stubs W-2 Manage Employees Configure Company Customize Homepage

+ 3

There are no active direct reports to view. PUNCH CLOCK View My Time Card >

11:07:56m

Central Time

ThE.IG are qc‘ tas<s to Il.fiev".l
MY NOTIFICATIONS Recent Punches

There are no punches to view.

There are no notifications to view. ® Report a Missed Punch

MY DOCUMENTS View All >
3 DAYS
@ Until Your Next Payday
There are no documents to view

Compensation History




DAILY DETAILS VIEW

PERFERM

Home Company Employees Reporting Me Resources

Welcome, Tina My Settings  Sign Out

Tina T. Trainee

#1126
Employee v
Company v
Compensation v
Time & Attendance -

Accrual Activity
Accrual Setup
‘Work Hour Settings
Employee Security

Time Card

Q, 0 Search Using Filters

Time Card 2.

Project Time Sheet

Pay Period Summary
Show Gross F'ay

Hours
Department Total Hours @ Estimated Gross Pay
Total Hours 00.0000 G 2

Daily Activity: 04/04/2021 - 04/17/2021

Sunday. April 04 2021

Monday, April 05 2021

Tuesday, April 06 2021

Wednesday, April 07 2021

Thursday, April 08 2021

Friday, April 09 2021

NN Pay Period Week

@ Time Card History

GetHelp Give Feedback

04/04/2021 - 04/17/2021

@ View Punches by Day

Expand All




PROJECT TIMESHEET

dome Company Employees Reporting Me Resources

GetHelp Give Feedback (NI

i= 0, ) [ASearch Using Filters

Time Card 4 Take aTour

Daily Details Project Time Sheet

Enter Hours

Tina T. Trainee

] 14 4| M

Moo

4 03/07/2021 - 03/20/2021 3

View by: BGEVERE Week

Mon Tue Wed Thu Fri
3/8 3/9 3/10 3/1 3/12

| #1126 Total Sun

Allocation g 3/7
Employee Hours -
Company h 4 New Allocation
Compensation v
Time & Attendance - Total Hours
Accrual Activity

2]

Accrual Setup
Work Hour Settings

Employee Security




NEW ALLOCATION

New Allocation




SELECT LABOR CODE: COMMUNITY SERVICE
OR TRAINING

Select
labor code
using drop
down.




ADD HOURS BASED ON ALLOCA

PER FcRM Welcome, Tina My Seltings  Sign Oul E

Home Company Employees Reporting Me Resources GetHelp  Give Feadback

()

Time Card 4 Take aTour View w Week |4 o4ner2021 - osiovzo21 [ Bl O

h,p] Ve Time:

Daily Details Project Time Sheet

Enter Hours

mHER Slicatin Total sun Mon Tue Wed Thu Fri Sat Sun Mon Tue
b Hours 418 e 419 4/20 4 4/22 4/23 424 423 4/26 421

Tina T. Trainee

Employee

Company = 210018-IL 1 PILN 00.0000

¢ B - TRN - Training

Time & Attendance &

Acenal Activity
Accrual Setup 2

.
Work Hour Seffings

Employee Security

o 210018 -1L 1 PILN 00.0000
Time Card
CMS - Community
2 o i ® 2 B

Service

= News Allacation

X Cancel




CONTINUE ADDING HOURS AND CLICK SAVE
g O

PERFERM

Home Company Employees Reporting Me Resources

(]

Time Card & Take aTour

Daily Details Project Time Sheet

Enter Hours

Tina T. Trainee

#1126
i Tota
SR Hou !
Empioyee v =
Company v 210018-IL 1 PILN 18.0000
Companxtion . CMS - Community
Service

Time & Attendance a
Accrual Acfivity
Accrual Setup
Work Hour Settings
Employes Security

2 210018 - IL 1 PILN 06.5000

TRN - Training

== New Allocation

Sun
4/18

Sun 4/18

419
03.0000
2

Mon 4/19
02.5000

Tue

4/20
02.0000
L]

Tue 4/20

Wed
42
02.0000

Wed 4/21

Thu

422
02.0000
[ ]

Thu 4/22

423

Fri 4/23

VU Fay Penod Week

424

Sat 4/24

425

Sun 4/25

|4 odisrzo2t - oswouzo21 [ pl &

Mon Tue
4/26 4/27
03.0000 03.0000
[ ] [ ]
Mon 4/26 Tue 4/27
02.0000
o ]

X Cancel




SCROLL DOWN TO VIEW TOTAL HOURS

UL U SR

Work Hour Settings
Employes Security
TRN - Training
& ® [ ] @ ® ® =2 o ] o ®
+ New Allocation
Total Hours 24.5000 05.5000 02.0000 02.0000 02.0000 05.0000 03.0000
] b
Hours Summary
Department Reg Total
210018-IL 1 PILN TRN - Training 06.5000 06.5000
210018-L 1 PILN CMS - Community Service 18.0000 18.0000
Total Hours 24.5000 24.5000

X Cancel




EDIT OR DELETE HOURS 1 of 3

PE RF‘:RM Welcome, Ting My Seltings  Sign Oul E
GetHelp  Give Feedback

Home Company Employees Reporting Me Resources

i= o 0 [ Search Using Filters L I4 bl L]
@)
Time Card 4 Take aTour View by week | 4 oanerze21 - osouzoz1 (5 bl £
Daily Details Project Time Sheet Approve Time
Tina T. Trainee Enter Hours
i Allocat Total Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue
Employee v . Hours 418 419 4/20 42 4/22 4/23 4/24 4/25 4126 27
Company = 210018 -1L 1 PILN 18.5000 Sun 4/18 Mon 4/19 Tue 4/20 Wed 4/21 Thu 4/22 Friaf23 Sat 4/24 Sun 4/25 Mon 4/26 Tue 4/27
— Y CMS - Community Jo3.5000] 02.0000 02.0000 02.0000 03.0000 03.0000
Service
® ® &
Time & Attendance i i ® ® = » -
Accrual Activity
Actrual Setup
Work Hour Settings
210018 -1L 1 PILN 06.5000 02.5000 02.0000
TRN - Training
& & & & o ® & i ] &

X Cancel  Save




EDIT OR DELETE HOURS 2 of 3

PERFcR M Welcome, Tina My Sellings  Sign Out E

GetHelp Give Feedback

Home Company Employees Reporting Me Resources

He a, ) G 5=arch Using Fiters L I4 4 W

@)

Time Card 4 Take aTour Vlewny. week |4 oane2021 - osiovizoz1 [E Bl &

Daily Details Project Time Sheet

Enter Hours

Tina T. Trainee

i Albcation Total sun Tue Wed Thu Fri sat sun Mon Tue
S . Hours 418 4/20 421 42 4/23 424 4/25 4/26 427
Company g 210018 -1L 1 PILN 15.0000 Sun 4/18 Tue 4/20 Wed 4/21 Thu 4/22 Fri 4/23 Sat 4/24 Sun 4/25 Mon 4/26 Tue 4/27
Compensation - CMS - Community 02.0000 02.0000 02.0000 03,0000 03.0000

Service
Time & Attendance A » o i o ® » s o o
Acenyal Activity >
Accrual Setup De I ete
Work Hour Settings
Employes Security

210018 - 1L 1 PILN 06.5000 02.5000 02.0000

TRN - Training

® [ ] 2 & [ 2 @ & [ ] ®

X Cancel + Save




EDIT OR DELETE HOURS 3 of 3

PERF.“:R M Welcome, Tina My Settings  Sign Out E
Give Feedback

Home Company Employees Reporting Me Resources Get Help

= (o} @ & Search Using Filters 1] L] ] M

(@]

Time Card 4, Take aTour View ny: week | |4 o4mer2021 - osio1rz021 [ bl &

Daily Details | Project Time Sheet

Enter Hours

Tina T. Trainee

BT Allocation Total Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue
e s Hours 4/18 4/19 4/20 a1 4/22 4/23 4/24 4/25 4/26 4127
Company M 210018-1L 1 PILN 04.0000
e - HOLP - Holiday ° ° ° ° ° ° ° ° °
Participant

Time & Attendance 4

Accrual Activity

Accrual Setup

Work Hour Settings

Employee Security

210018 - 1L 1 PILN 15.0000 02.0000 02.0000 02.0000 03.0000 03.0000
CMS - Community
Service o o ® [ ] [ ] 2 ] o 9 Iy

X Cancel




APPROVE

PERFERM

Home Company Employees Reporling Me Resources

IME CARD BY FRIDAY!

Welcome, Tina My Settings  Sign Oul
Gel Help  Give Feadback

= 4 Q
)

Time Card & Take aTour

Daily Details Project Time Sheet

Tina T. Trainee Enter Hours

| #1126

Allocation
Employee v
ikl r 210018 -1IL 1 PILN
Compensation ¥ HOLP - Holiday
Participant
Time & Attendance "
Accrual Activity
Accrual Setup

Waork Hour Settings

Employee Security

210018-IL 1 PILN
CMS - Community
Service

@ [ Search Using Fileers

Total
Hours

04.0000

15.0000

1'hi,l
422

02.0000

Sun
4425

55

03.0000

Tue

427

03.0000

View by. Bz EEr il  Veck

Wed Thu
4/28 4/29
] ]
03.0000
[ ®

L] I 4! L]

I4 oansizo21 - 050172021 = &

Fri Sat
4/30 5/1
04.0000
[ ] B
[ [ ]



DO NOT MAKE CHANGES AFTER APPROVED!

PERFcRM Welcome, Tina My Settings  Sign Qut E DO N OT MAKE

GetHelp  Give Feedback

Home Company Employees Reporting Me Resources
CHANGES

= (o} © @ search Using Filters I 14 >l M

(] AFTER YOU
Time Card & Take aTour View by: Week |4 04042021 - o4nTiz021 [F Bl o HAVE

Daily Details | Project Time Sheet A P P ROV E D
YOUR TIME
Tina T. Trainee Enter Hours
CARD.

#1126 R Total sun Mon Tue Wed Thu Fri Sat sun Mon Tue

—— . ocation Hours 4/ 4/5 4/6 47 4/8 4/9 4/10 41 4412 4/13

Company A ESSTSC;]L::”::;T 18.0000 03.0000 03.0000 03.0000 03.0000 I f yo u n e e d to

S - Service ' — — o — . . ® ° . t m a ke C h a n geS

Time & Attendance -

Accrual Activity afte r yo u h ave

Accrual Setup

Work Hour Settings a p p rove d yo u r

Employee Securit

Tlm o i; ?\10_1 fr;\i‘rlw_l I;gPlLN 08.0000 02.0000 020000 020000 time card,
® ® ® ® o ® ® ® [ o .

speak with your
Supervisor/
Career Coach




DAILY DETAILS VIEW: TOTAL

PERFERM

Home Company Employees Reporting Me Resources

OURS

Welcome, Tina My Setfings  Sign Out

GetHelp Give Feedback

Tina T. Trainee
#1126
Employee
Company
Compensation

Time & Attendance

Accrual Activity
Accrual Setup
Work Hour Settings

Employee Security

Q, © & seach Using Filters

Time Card

Daily Details Project Time Sheet

Pay Period Summary

partment Reg Total Hours @ Estimated Gross Pay

v
210018 - IL 1 PILN 30.0000 30.0000 |

v
Total Hours 30.0000 30.0000 g

Total cost

'F&s(oms Cost G 22

Total Esti G

Daily Activity: 04/04/20

sunday, April 04 2021

Timesheet

144 M M "W
View by: [EEETIEDGAIN  Week M o4i04/2021 - 04172021 M & 2
+" 1 Approval
@ Time Card History @ View Punches by Day Collapse All
A
+ Add - Daily Notes
Vz

& Daily Audit View



This concludes the training.

It you have any questions, please reach
out to your Career Coach.

THANK YOU!
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