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TIMEKEEPING

click CLOCK INJOUT ===

View my timesheet =

To manage your timesheet click View my timesheet

You MUST manually enter
your timesheet totals here

Your Clock In/Out times
will appear here

Whether you use the Clock In/Out function or not, you will Click +Add New to manua
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Out function you will simply enter the amount that shows up in the Hours Totals cell.

where you will enter your regular worked hours, vacation, sick and holiday hours.

1. Click +Add New

2. Select Task (Department)

3. Enter Activity
4. Click Save

Once you set this up on one

day of the week

you may simply click the + sign and
type total hours in cell. (If it’s the

same activity type)
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Once your weeks totals are entered

Click SUBMIT
—

Do this at the end of EVERY PAY PERIOD!

i 24.05

This is your GRAND TOTAL

20.53




