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Weekly view 

NOTE, under the “View Time” the “daily” is still highlited
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Slide notes

Text Captions

Select the Weekly Time Calendar link
The “Employee Selection Criteria” can be entered, then 
You can select by name or business unit to get a 

list of all employees
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Slide notes

In the weekly time calendar, an employee’s hours for the entire day can be viewed by clicking on the time.

The “Show Symbols” box can be checked or unchecked to view the color coded squares, to see if it is Reg, PTO, or CMP.
Text Captions
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Slide notes

You can select the week from the drop down menu, note: when using the calendar drop down menu user must click the “View Week” bar to refresh the calendar or they can use the “previous” or “next” week bar.
WHY is this import, because here the DTA can see the entire week at a glance and the “sum” hours can be seen per week and each day can be “clicked” to open the link to view the details for each page (see attachement)
Text Captions
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Slide notes

The details shows the clock-time “in” “meal” (out) “in” and “out” after the hours are approved the payable time will appear once the web clock runs the report.  At 12 noon and 9 PM.

Also, important, this is a way to show the employee what they actually clocked in.

Text Captions
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Slide notes

The details shows the clock-time “in” “meal” (out) “in” and “out” after the hours are approved the payable time will appear once the web clock runs the report.  At 12 noon and 9 PM.

Also, important, this is a way to show the employee what t\hey actually clocked in.

Then return to the weekly calendar

Text Captions

Select the Return to Calendar link









Page 5 of 5

