
Time Card Database 
 
1. To Open, navigate to ChemAdmin/Filemaker Desktop use.  There will be a document named 

“TimeCard_<<your last name>>.” 
2. Open the document and enter your account name and password. 
3. Clock in and out when you arrive and leave.  You should clock out when you leave for lunch 

and clock back in when you return.    Choose the green button to clock in and the red to clock 
out. 

4. If you are absent, use the “Day Type” field to indicate sick, vacation, holiday, etc. and make 
notes in the Comment box. 

5. At the end of each pay period, print the Time Card and attach it to your time sheet. 
 
 
   
 
 

Form = This brings you 
back to the Time Card, from 
List layout. View Time Card = Choose 

this to print the Time card at 
the end of the pay period.  
(see next page)

List = This brings you to the 
List Layout.  (see next page)

New = Use this to create a new 
record to begin a new pay period. 

Week Begin = The 1st 
day of the pay period. 

Total = total number of 
regular hours worked. 

 
 
 

Hours in week:  For full-
time employees only.  This 
is the number of hours per 
week FT employees are 
required to work. 

Hours Left = for full time employees.  This is 
the difference in the number of hours you are 
required to work per week and the number you 
actually worked.  This difference should match 
the sick, vacation, holiday, etc leave you had 
during the week and must be reported on the 
time sheet under the proper coding.   
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Day type = for absences and 
holidays, choose the 
appropriate selection. 
 
Comments:  use comments 
for notes.
 



List Layout – shows list of all pay periods by week.  Choose arrow at left to go to the Time Card 
for that week. 
 
 
 
 

 

Choose arrow to go to 
the time card form. 

Total Hours = Total # of 
regular hours you worked 
each week.  It does not 
include vacation, sick, 
holiday, etc.  

 
 
 
Time Card 
 
Select “View Time Card.”  This screen will appear.   
 
Use the arrow buttons on left to  
navigate to the page desired.  

Print.    Select “Form” or “List” to return  
to time card or list.  
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