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Employee Role: 
1.​ Access my Timecard 
2.​ Access my Timecard (Punch In/Out Employees)  
3.​ Add Comments & Notes to a Timecard 
4.​ Approving my Timecard 
5.​ Comp Banks 
6.​ Edit Your Profile 
7.​ Entering Time on My Timecard 
8.​ Entering Time on My Timecard (Punch In/Out Employees) 
9.​ Entering Time on My Timecard (28-Day Employees) 
10.​Entering FMLA on My Timecard 
11.​Entering Military Leave on My Timecard 
12.​Entering Work Comp on My Timecard 
13.​How to Defer the Holiday 
14.​Mobile App 
15.​Print my Timecard 
16.​Request/Cancel Time Off Request 
17.​Review My Timecard 
18.​Timecard Indicators 
19.​Transferring Department or Changing Costing 
20.​Viewing My Accruals 

 

VIDEOS: 

1.​ How to Access My Timecard 
2.​ How to Enter Time on My Timecard 
3.​ How to Defer Holiday Hours 
4.​ How to Transfer Department or Change Costing (GL/JL Keys) 
5.​ How to Review & Submit My Timecard 
6.​ How to View My Accruals 
7.​ How to Request or Cancel Time Off Requests 
8.​ How to Approve Employee Timecards 
9.​ How to Do a Manager Delegation 

 

Questions?  

 

Please contact your Department/Office Payroll Representative or HR Payroll 
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