
             Payroll Time Entry Instructions 

 
 

 
© 2014, Professional Employment Group   All rights reserved  Page 1 of 4                   

 
To input your timecard for approval, please navigate to: www.pegstaff.com and click on the 
Employee Timecard Login button:  
 

 

 
This will take you to the login Screen 

 
 

http://www.pegstaff.com/
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Home Screen: 
 
 
 

 

 
Assignments Screen: 
 
 

 
 
 

 

 
 

 
 

 

 
 

 
 

 

Click here to go 
to assignment 
screen 

Click here to create  
a new timecard 
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After clicking Create NEW timecard for this Assignment.  A wizard will pop open to take you through the 
steps of creating your TimeCard: 

 Choose the Week from the calendar: 

 
 
 Select the PayCode for this Timecard: 

 
 

 

 The PayCode and Week will display for Confirmation: 

 
 

 At Step 4, Results, you can either View the Timecard just created or Close Window: 

 
 

 
 

 
 

 

 
 

 
 

 

 
 
 
 
 

 
 
 
 
 
 
 
 

Select the default “Reg” as the paycode  

and click Confirmation to advance to Step 

3. 
 

Click Create Timecard to Confirm this 

Timecard and advance to Step 4. 
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Entering Time Online: 
The Timecard can be opened for time entry either as you are creating it or by clicking on the Edit/Submit 
button in the Timecard list. 

 

Once the Timecard is open, enter time accordingly: 

 
 
 
This Timecard can be Saved by clicking on Save and Close.  This will save the Timecard in a state of Not 
Submitted so it can be further edited.  If you would prefer, you can enter your time as you go each day or 
as you clock in and out and save that time until the end of the week before subitting it. 
 
When ready, click Submit Timecard to submit it to your Supervisor.  You will receive confirmation that the 
Timecard was submitted:  

  

 

Click on View Timecard to enter time 


