Send Timesheets to Payroll

When you are ready to export your timesheets from Heartland Time into Payroll, in
Heartland Time, navigate to the Prepare for Payroll tab from the left menu, and select the
Start New Pay Run button.

Heart'and Hiring Time & Attendance Employees Help Center v o e
@ DAsHBOARD
TEAM Coy Fam Svmemeny,” [ e | Start New Pay Run ;
ot M/\N‘AGEMENT Pay Run Status Pay Run Period
Al v 08/02/2023 - 01/01/2024
Run at Period Status Number of employees Total hours Total amount Action
% Jan 09, 2024 03:37:53 PM jan 01, 2024 - Jan 01, 2024 Draft 4 8.00 $800.00 @ m
PREPARE FOR
PAYROLL Aug 28, 2023 04:23:21 PM Aug 02, 2023 - Aug 31, 2023 Draft 1 015 $0.00 @ m
2 REPORTS ) S e Loty
Complete all applicable fields, at the top, within the Employee Pay Data to Process
section:
e Choose the Period you will be processing.
o Selectthe employees to be included in the import.
¢ Werecommend selecting Recalculate to do a refresh to ensure all data is current.
o Select Next.
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¢« Review the final details of the export



e Fixany errors that appear

e Select Send to Heartland Payroll.



