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Meal Premium Total 
By Employee

• This tile appears on your main 
dashboard. From this tile you may:

• View your reporting employees who have 
received a meal premium per the current 
pay period.

• You may navigate to the Data View Report by 
clicking on the arrow on the top right side of 
the tile.

• Emily Employee is showing as having missed 
one meal period that was applied to her 
timecard by her manager in this current pay 
period.



When you click the upper 
arrow on the tile from your 
WFM dashboard for Meal 
Premiums the system takes 
you directly to the Meal 
Premiums Data View.

In the Meal Premiums Data 
View you see, employee 
name, employe ID, reporting 
manager, Home Department, 
Job Title, and Meal Premiums 
applied for the selected date 
range.

NOTE: EMPLOYEE NAMES AND FILE NUMBERS ARE NOT INCLUDED IN
THIS SCREEN SHOT FOR PRIVACY.



• When in the data view managers 
may select a date range by clicking 
on the calendar and then either 
choosing one of the options or 
select your own specific date range 
by clicking on “Select Range”.

Click on Calendar to change 
timeframe for Data View



All Meal 
Premiums 
Must Be 
Added By 
Managers

NKC Leadership has decided to have the Meal 
Premiums be manually applied to the timecards 
by managers. 

The ADP Time and Attendance System does not 
automatically add Meal Premiums to an 
employee’s timecard.

Employees are not able to add the Meal 
Premium pay code to their own timecard. 

The Meal Break Attestation questions at the end 
of an employee’s shift do not automatically add 
the Meal Premium pay codes to the timecards.



How to add Meal Premium to Employee Timecard

Scenario: Emily Employee is 
asked by her manager to return 
to the floor 15 minutes into her 
Meal Break. 

Emily was not able to clock 
back in early as the clock has a 
30-minute time restriction. 
(This means employees are not 
able to clock back in early from 
lunch).  The 11:15 time punch 
was added to her timecard by 
her manager. The red icon in 
the timecard shows a short 
meal period. The system does 
not automatically apply the 
meal premium. 



How to add Meal Premium to Employee Timecard

Because Emily Employee was 
asked by her manager (or 
delegate) to return to the floor 
15 minutes into her Meal Break, 
the manager (or delegate) will 
need to add a meal premium to 
her timecard, so Emily receives 
the meal premium on her 
paycheck.



Adding Meal Premium to Timecard

To add Meal Premium:

➢ Step 1: Add a line to Emily Employee’s 
timecard by clicking on the “+” on left 
side of the timecard by the correct 
date. This will open a new clear line 
below the date selected.

➢ Step 2: In the ”Pay Code” column 
click in square and choose the correct 
code from the list.

Step 1

St
ep

 2



Adding Meal Premium To Timecard

➢ Step 3: The drop down pay code list. 
For Meal Premium chose the correct 
shift so the correct rate is applied to 
the meal premium for your employee.
• Meal Premium Day: 7am – 3pm
• Meal Premium Evening: 3pm - 11pm
• Meal Premium Night: 11pm – 7am



Meal Premium Pay Code added to the timecard:

➢ Step 1: Add the 
amount of time for 
the meal premium.  
30 minutes (.5 hr)  
added for each meal 
period missed.

➢ Step 2: When the 
decimal time is 
added you must click 
“Save” in the upper 
right corner of the 
timecard to have your 
edits saved to the 
timecard.

Step 1

Step 2



Timecard Check Through Totals

Manager can check to make sure
the meal premium was applied 
through the “Totals” section 
found on the bottom of the 
timecard view.



Rest Break Premiums
Rest Break Premiums are a manual add by managers into 
the employee timecard.

Follow the same process used for adding a  Paycode into the 
employee timecard.

➢ Step 1: Add a line into the correct date clicking on the “+” 
on the correct date. (Refer Back to Meal Premium Pay 
Code Slide).

➢ Step 2: In the Pay Code Column click in the square for the 
correct day and select from the drop-down menu the 
correct “Rest Break” 
• Rest Break Day: 7am – 3pm
• Rest Break Evening: 3pm - 11pm
• Rest Break Night: 11pm – 7am



Rest Break Premiums

Once “Rest Break” Pay code is
selected you will add the amount
of time for that day’s premiums for 
missed breaks:

• 1 missed break: 15 minutes = .25 hr.
• 2 missed breaks: 30 minutes= .50 hr.
• 3 missed breaks1: 45 minutes= .75 hr.

When done click “Save” on the timecard.
1 This will only apply if employee works over 12 
hours

You may check to make sure your pay code was added correctly by clicking on the totals at the bottom of the 
Timecard.
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