
Timecard Instructions and Helpful Tips 

Getting Started 
To use the timecard you will need to have Microsoft Excel installed on your computer. 
If you do not have Excel, please visit the Timecards link at www.careergroupinc.com

We recommend clicking on the “Press to Enable Easy-To-Use Tab Navigation” button on the top right 
of the timecard. This will allow you to enter information easily using your keyboard by tabbing through 
the required fields. 

If you decide to use the feature, please note that using your mouse or arrow buttons will deactivate 
the tab navigation. If you wish to return to using tabbed navigation, simply click on the “Press to 
Enable Easy-To-Use Tab Navigation” button again.

Alternately, you can click in each individual field to enter in your information, using your keypad or the 
drop down menus (see left). 

Helpful tips 
•    Please check to make sure your week-ending date is correct before entering your time.

•    If you save a completed timecard on your computer, you may complete the next week’s  
        timecard by hitting the “Press To Clear Form To Setup for New Week” button. This will clear all 
        hours entered, as well as auto-populate your name, telephone #, and dates for the next week. 

Tips for Recording Time 

• Please round to the nearest quarter of an hour. 

• You may type “a” or “p” for “AM” or “PM”. Similarly, you may type “y” or “n” for “YES” or “NO”. 

• The timecard will automatically calculate your totals. 
 If the totals are incorrect, please check and make sure that your time is entered correctly 

• Warning Messages for Meal Period Violations: 
Warning messages will appear if your timecard does not reflect a meal period of at least 30 minutes for each day 
where you worked more than 6 hours, or if that meal period started later than immediately after 5 hours of work. 
Please double check your timecard before submitting to make sure your hours are correct. 

• If you worked more than 12 hours and took additional meal periods as required by law, please make manual 
adjustments on your timecard before submitting. 

Submitting Your Timecard 

• Before submitting your timecard, please double check to make sure that your hours and contact information are 
correct. 

• Please also verify that your preferred check handling option has been selected. 

• After you have completed your timecard, please print it and sign it. You will need 
your supervisor to sign the timecard as well. 

  Questions or Technical Problems? Please e-mail tchelp@careergroupinc.com for assistance.


