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a Current Time Card Add Time Card E Existing Time Cards Request Time Changes

Open your current time card Add a time card for a selected period Access all of your time cards Send a request to change your
worked time

Team Schedule Add Absence E Absence Balance E‘ Existing Absences
3. Click Add Ab
° 1C Sence View your team's shifts and absences Request an absence and submit for Review current plan balances and View, change or withdraw existing
approval absences taken or requested absence requests
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Absence Type
Sick Take - NonRep

- ‘

Balance As-of Today
54.769 Hours

Dates

Start Date Start Time
2/2/25 I ‘ Mot applicable

4. Add Absence Type / Y pr——

End Date End Time
2/2/25 ‘ Not applicable
o Mot a scheduled workday

Duration

5. Add Date

\

0 Hours

Show individual dates

@
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Sick Take - NonRep

Absence Type - ‘

Balance As-of Today
54.769 Hours

Dates

Start Date Start Time
2/2/25 I ‘ Not applicable

Q Mot a scheduled workday

End Date End Time

2/2/25 ‘ Not applicable

0 Mot a scheduled workday

Duration

6. Click the button under o Hour

Show individual dates

Show Individual Dates to =
add times

v

7. Click the pencil to edit Dates

Show individual dates

[ @)

2/2/25 0 Hours

| =+ Add |
Payroll and Benefits Assistant

2/2/25 0 Hours /
12:00 AM - 12:00 AM

Projected Balance 0 Hours

As-of 2/2/25 Calculate
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Duration

2/2/25-2/2/25 Ll
+ Add
Business Title -
Payroll and Benefits Assistant
8. Add the start and
. Start Date Start Time
end times 22125 8:00 AM
ﬂ Mot a scheduled workday —
0. C(lick Save
End Date End Time
2/2/25 3 4:00 PM

Duration Scheduled Duration
8 Hours 0 Hours

‘ Cancel ‘ ‘ Delete ‘ ‘ Save ‘
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10. Submit pR—

Sick Take - NonRep

Balance As-of Today
54.769 Hours

Dates

Show individual dates

| 8]

Duration

2/2/25-2/2/25 8 Hours
| + Add |
Payroll and Benefits Assistant

2/2/25 8 Hours /
8:00 AM - 4:00 PM
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