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A. Upon logging in, you are directed to “My timesheets”. Use the “Add Time” button above a calendar day to

create a time entry for that day.

Click “Payroll Schedule” to view the full payroll schedule with timesheet due dates and paycheck dates.

Timesheet Archive allows you to view/print timesheets that were migrated from the previous TimeTracker

application.

D. For full documentation or to submit a help ticket, choose the help option in the top right of the menu.

E. To switch between pay periods or jobs, use the dropdowns at the top of the page. If you have concurrent
appointments, you may select all jobs to view all timesheets at once.

F. The current status information of your timesheet(s) will be displayed with your appointment dates. To view
the full history of a timesheet, use the button within the sheet’s status to expand.

G. If the timesheet allows editing, click on a time entry to display a context menu with edit, copy, and delete
features. If a note was saved against an entry, a note icon will be displayed and an extra option to view
this note will show in the context menu.

H. Adding work descriptions to your timesheet is optional. If you choose to add a work description, your
timesheet will display a toggle that allows you to work description(s).

I. To submit or request the return of one or many timesheets, use the checkboxes next to the available job
names and choose the appropriate action button. Notes detailing why an action would be prevented
(previous timesheets open, appointment has ended, etc.) would be listed below your jobs in this section.
Please note that if you have multiple jobs/timesheets, you must select & submit each individual sheet.
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