Actual Time Card:  Note it has all the information, plus a signature line.
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TIMECARD REPORT FOR THIS PAY: 9/19/2005 - 101212005

EMPLOYEE: 207 Steenstra, Edward (Clock Name = STEENSTRA )

DATE TMEN  TMEOUT LINGH DEPARTMENT  DEPTHFS DATARD SD O O
190005 M T30 M 501pFmn  SERVIES 00 am
P0G Tue 726 Tue 50p3mn  SERVIES a0 am
spaws Fi T2 Fi 1126 SERVICES am am
P50 M 7262 M 50pFmin  SERVIES a0 o
9270005 Tue 7302 Tue 503pmn  SERVICES a0 am
P50 Wad 726 Wed 45%p F0mn  SERVIES a0 am
P300S Thu T3a Thu 60pmn  SERVIES a0 am
saews Fi T2 Fi 600p3mn  SERVCES a0 am

Enpopes Totks: (8 s waral] &0 @0

SIGNATURE





In a bi-weekly pay period, Edward has gained 5 hours of OT, 62 hours of Regular Time.  The “E”’s mean that someone (the manager) changed the punch data either in the software, or if you like to live on the edge, out at the clock terminal.  While you can correct/modify punches either way, most do it in the software.

Notice that it shows his actual time in and out, the punch pair total, the gross total, and his number of days worked [“8”].

If he had taken sick/vacation or other time, it would be listed here and marked ‘sic, ‘vac, or ‘msc, along with the hours that you paid him.

