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[bookmark: _GoBack]Process Template Timecard for Subsequent Pay Periods



	Step
	Action

	1. [bookmark: T10_F61]
	Click the Navigator menu.


	1. [bookmark: T10_F4]
	Click the State of Nebraska link.


	1. [bookmark: T10_F6]
	Click the Payroll link.


	1. [bookmark: T10_F8]
	Click the Payroll Processing link.


	1. [bookmark: T10_F10]
	Click the Time Card Automation link.


	1. [bookmark: T10_F12]
	Click the Timecard Templates link.


	1. [bookmark: T10_F14]
	Choose the timecard template to use by clicking the radio button next to it.


	1. [bookmark: T10_F16]
	Click the Select button.


	1. [bookmark: T10_F18]
	Change the date and possibly the number of hours to be coded to the 240 pay type.


	1. [bookmark: T10_F22]
	Click the OK button.


	1. [bookmark: T10_F30]
	Click the Form button.


	1. [bookmark: T10_F32]
	Click the Submit menu.


	1. [bookmark: T10_F34]
	Click the OK button.


	1. [bookmark: T10_F36]
	Click the Cancel button.


	1. [bookmark: T10_F38]
	Click the Close button.


	1. [bookmark: T10_F3]
	You have successfully completed this lesson.
End of Procedure.
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