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Group Edits 
 

Group Edits can be used to apply time, such as Holiday, to an entire group of 

employees. This is more efficient than entering the time individually to each timecard. 

 

For our example, we will use the Labor Day holiday, September 1, 2008. 

 

 Open the Reconcile Timecard screen. 

 In the Show box, leave as All Home (all employees in your listing) or select a 
smaller subset of employees (previously created Hyperfind Query) 

 For the Time Period, leave as Current Pay Period. 

 

 
 

 On the menu line click  Actions  Select All. 

 This will highlight (in blue) all the employees on the screen.  To select only 
certain employees, hold down the control key (CTRL) on your keyboard and 

click to highlight. 

 

             

 
  

 

 On the menu line click Amount  Add. 
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 This opens the Add Amount box. 

 Pay Code:  Choose the PAY CODE to add (Ex: HOL). 

 Amount:  Type in the # of hours to apply to each timecard. 

 Override Accrual Days:  Leave unchecked 

 Effective Date:  Enter the actual date for the holiday. 

 Start Date:  (Optional) If not left blank enter the shift’s start time 

 Transfer:  Use if a labor level transfer is required. 

 Stop Pay From Schedule:  Leave checked 

 After entering all necessary information, click OK. 
 

 


