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How to Download Employee Data and Badge Numbers to a Hosted Timeclock 
 
  
1. In Time & Attendance, use the top menu to go to Setup > Timeclocks > Timeclock Configuration. Click 

the ‘Activity Scheduler’ link.  
 

  

2. Select the plus sign below the Activities heading.  
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3. Enter an ID and a Description and choose ‘Download Employee Data’ from the ‘Command’ dropdown 
list. The ID and Description can be something like ‘download’ or ‘employee download’ or ‘data 
download’. Click the ‘Submit’ button.  
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4. The download may take 15 or 20 minutes to complete. To check on the progress, access the hosted 
time clock through Setup > Timeclocks > Timeclock Configuration and click the arrow under the ‘Action’ 
column. Choose ‘View Activity’ from the list.  

 

 

 

 


