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Note:
Program screenshots alternate between Mac and Windows editions of Virtual TimeClock ʼ11. While your Virtual TimeClock 
software may look slightly different from a particular image, all controls and buttons are functionally the same.
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Paychex Preview Integration Overview

Virtual TimeClock supports an easy-to-use interface that exports a specially formatted time clock file for Paychex Preview 
that makes your payroll process easier, more accurate, and less time consuming. This file can be imported to either the 
hosted or stand alone version of Paychex Preview. This file contains employee identification numbers and earning codes 
that allow you to import regular hours, daily or weekly overtime, as well as paid leave hours like vacation, sick leave, 
holiday, and personal time into Paychex Preview.

Setting up time clock integration
You must contact your Paychex Client Service Representative to have the import program TIME0002 added to your 
company list of reports in Paychex Preview in order to import your time and attendance information.
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Paychex Preview Integration Setup

 

Verify the TIME0002 import program has been added to your company list of reports
Go to the Company Menu, click Company Options, and go to #6 - Reports. If itʼs not listed, contact your Paychex Client 
Service Representative to have the import program added.

Sync your employee identification numbers
Employee Numbers in Paychex Preview must be identical to Employee Numbers in Virtual TimeClock. If an Employee 
Number does not match, then that employeeʼs hours will not be imported.
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Verify the import program has been added to 
your company list of reports



Virtual TimeClock Integration Setup

 

Set up your export defaults
Go to the File menu and choose Export Payroll. Select Paychex 
Preview Payroll from the Payroll Export Format drop-down list. 
Click Setup.

In the Company ID field, enter the four character company 
identification number assigned by Paychex. Click the Select button to 
set the default location to save the export file. Paychex Preview will 
always look for your time clock import file in the Rapid folder that 
houses the Paychex Preview program.

Assign earning codes
Under the Fields To Export list, click the + button to set up a new 
earning code assignment. In the Paychex Earning Code field, enter 
the one to two character alphanumeric earning code from your 
Paychex Preview system. From the Virtual TimeClock Field drop-
down list, select the corresponding Virtual TimeClock export field and 
click OK.

Sync your employee identification numbers
Employee Numbers in Paychex Preview must be identical to 
Employee Numbers in Virtual TimeClock. If an Employee Number 
does not match, then that employeeʼs hours will not be imported. Go 
to the Lists menu and choose Users. Select a user and click the 
Employment tab to edit an employee number.
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Select Paychex Preview Payroll here

To setup a new earning code assignment click ʻ+ʼ

Edit Virtual TimeClock employee numbers here



Exporting Payroll Hours

 

Create your export file
Go to the File menu and choose Export Payroll. Click on a workerʼs 
name to include the employee in the payroll export. Select the desired 
payroll date range. Click Export. The export file will automatically be 
saved in your default Rapid folder.

Importing Payroll Hours

 

Run the import program to upload your time clock export file
There are three ways to run the import program. In the Begin Pay Period window, select the import program from the 
Time Imports drop-down list and click Begin - Create Pay File.

In the Report Print Queue window, 
select the import program and click Go 
(create).

Go to the File Menu, choose Imports, and select the import 
program.
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Click here to create your Paychex Preview Payroll export file

Run the import program here

Or run the import program here

Or run the import program here



Assistance & Support

Virtual TimeClock help
A variety of help options are available on our website. Go to the Help menu and choose Technical Support Resources 
to download training guides and documentation, view frequently asked questions, search our current support blog, or 
contact a member of our technical support team. You can also reach us toll free at 1-888-207-0005.

Paychex Preview help
For more information on importing and processing your payroll, please contact your Paychex Client Service 
Representative. More information about Payroll Preview is available at www.paychex.com or toll free by calling 
1-800-322-7292.
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