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Purpose:

To outline the process of importing weekly time from HH2 to Sage to process Field Payroll.

Procedure:

1) After time has been exported from HH2, then it needs to be imported to Sage. 
A) See SOP for Exporting Time from HH2 for more information.

2) Open the Payroll module in Sage:
A) Click the Tools tab.
B) Click Import Time.

i) Go to the N Drive.
ii) Click the master prm file,
iii) Click Open 

3) The Import Time Selection box will pop up:
A) Click the white box next to “Import file.”

i) Click List 
ii) Go to the N Drive 
iii) Click the HH2 remote payroll exports folder.
iv) Click the current year folder.
v) Find the file you just exported from HH2 and select it. 
vi) Click Open. 

B) Click the white box next to “Error File.” 
i) Click List. 
ii) Go to N Drive.
iii) Click HH2 Remote Payroll Exports. 
iv) Click the error file folder. 

(1) Click the white box next to the file name.
(2) Name a file according to the period end date for payroll that is being processed. 

(a) For example, if payroll is being processed for 8/6/23 – 8/12/23, then the file would be 
named WE 08-12-23.

(3) Click Save
C) Click the white box next to Time Entry View

i) Hit F4
ii) Click HH2
iii) Click OK

D) Click the white box next to Period Begin Date 
i) Enter the date of the first day of the pay period.

(1) From the example above, enter 8/06/2023.
E) Click printer Setup.
F) Click the print to file box.
G) Click OK, then click start. 
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4) Step Three
A) Sub Step three
B) Sub step three


