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Supervisor – Project Employee’s Final Punch
Overview: When payroll closes early (for example, 4:00 p.m. Friday instead of the
usual Monday), employees who normally clock out after the cutoff (for example, 5:00
p.m.) will not be able to enter their final Out punch in real time.

To ensure accurate pay, either the employee or the supervisor must project the final
Out punch before the early-close deadline.

Tip! Although early-close events are almost always tied to a holiday (e.g.,
Juneteenth), this process applies to any pay period where payroll must close
earlier than normal.

Example: Payroll closes at 4:00 p.m. on Friday the 12th, but an employee is
scheduled to work until 5:00 p.m. The final Out punch for 5:00 p.m. must be
entered in advance as a projected punch.

1 Click Manage Timecards
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2 Select the Employee
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3 Click "Current Pay Period"
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4 Go to the early-close date.



Made with Scribe - https://scribehow.com 5

5 Click in the final Out cell for that date and type the employee's projected end
time (e.g., 5:00 PM)
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6 Click Save

Complete all approvals and sign-off for this employee before the published
payroll cutoff (e.g., 4:00 p.m.). If the employee entered their own projected
punch, it will appear as a pending timecard edit for you to approve.


