
Employee REGTC

Steps Screenshots

Before hitting Record Timestamp, select the 

Transfer dropdown and select Search. 

Click the Work Rule tab then select the 

regular telecommuting rule that has the 

lunch that you are normally assigned based 

on the last three characters of the work rule.   

Ex: 

30L = 30 Minute Lunch 

NL = No Lunch

Purpose:

This job aid will help you clock in for your telecommuting shifts. 



Steps Screenshots

If you are telecommuting due to Covid 19, 

you will also need to enter an override 

reason code. Click on Labor Account to 

switch to another tab. 

Under Labor Account, click on the Override 

reason code drop down and in the smart 

search, type in TCC19. Click on the code to 

add it to the transfer. 

After you enter in the override reason code, 

click on Apply. 



Steps Screenshots

Clock in with the work rule that you selected, at 

the end of your shift clock out normally and 

that will add the regular telecommuting time to 

your timecard. 



Employee REGTC and REG

Steps Screenshots

Before hitting Record Timestamp, select the 

Transfer dropdown and select Search. 

Click the Work Rule tab then select the 

regular telecommuting rule that has the 

lunch that you are normally assigned based 

on the last three characters of the work rule.   

Ex: 

30L = 30 Minute Lunch 

NL = No Lunch

Purpose:

This job aid will help you if you need to split your time between REGTC in the morning and 

REG in the afternoon. 

Note: This will not be done if the employee works REG in the morning and REGTC in 

the afternoon. 



Steps Screenshots

Under Labor Account, click on the Override 

reason code drop down and in the smart 

search, type in TCC19. Click on the code to 

add it to the transfer. 

After you enter in the override reason code, 

click on Apply. 

Clock in with the work rule that you selected. 

Next you will record a new timestamp with the 

transfer for your normal pay rule. 



Steps Screenshots

This is what the timecard will look like after 

you punch in telecommuting.

Now you will need to punch in using your 

normal pay rule as a work rule transfer to 

switch out of telecommuting. Right click on 

the employees name on the top left to find 

their pay rule. 

Once you find this pay rule, open up the 

transfer section under record timestamp 

Clock in with the work rule that you selected, at 

the end of your shift clock out normally and 

that will add the regular telecommuting time to 

your timecard. 

This is the appearance of the timecard after both of your shifts, have been added.

Note: Using the correct transfer will ensure you do not need any adjustments made for lunch by your 

supervisor. 


