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3. Scroll down to the Time
SeCtlon' =7 Add Current Time Card =g Add Cther Time Card Tearn Change Reguests Team Scheduls

4. Click Team Time Cards Team Time Cards
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5. Filters will be available under thy
search bar.
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6. Click Filter then make your
adjustments

7. Click See Results
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< Team Time Cards
[ secnbypesonnamecrrumber |

Dated Renge 1/17/25- 1731725 X [EETUSMN Siotus Submitted X SRR ST R R

Saved Searches
e
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8. Saving Filters, Click the e

Ribbon 5 .
9. (lick Create a Search _— .
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filter name that
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Saved Searches

Create a search

— Name

you want to save
Save and Apply

The Filter will
now be named
and by the ribbon

You can add as
many saved
filters as needed

[J Enable sharing

[0 Mark as default

g ‘ Cancel ‘ Save and Apply |
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< Team Time Cards

B |

e TS VAV IR VEL VPSRl Roports  [EICIEEMNUTO M | Exccption || Job | Location | Department | Filters  Clear (2)

‘ ‘ | Actions ‘ |§|
Person Name Period Start Date Period End Date Status Reported Hours Scheduled Hours Absence Hours Total Hours Submission Date Exception Additional Statuses
DO 3 1/18/25 1/31/25 aa 20 80 0 20 1/22/25 B
DO 1/18/25 1/31/25 aa 64 80 16 g0 1/24/25 B
. L]
14. Click the Period Start
DO 1/18/25 1/31/25 aa 88 80 0 88 1/29/25 B
Date to open the
. [m] 1/4/25 1/17/25 aa 0 80 80 80 1/30/25 B
timecard completely
D 1/4/25 1/17/25 aa 24 80 16 40 1/30/25 B
O 1/18/25 1/31/25 [ Submitied 0 80 0 0 1/30/25 B
15. To view the comments

employees add click the — — x
first icon under person ~ -

number

Tiene Card Period 171872

You haven't added any comments yel.

St Jamary 18 Surcing, Jaruiary 19 Meorctiy, January 30 Tomscey, Jarwary 21
Scheduled Howrs o o 00 A 400 8 800 AM 400 P
Assignment Number * Pay Code ® Start Stop Quantity Start Stap Quantity Start Stop Quantity Srart Stop
ES677 Regules Time BO0AM 400PM

Total Hours
Scheduled Hours
Schedule Deviation
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< Team Time Cards

PESLENESR VAV /P LI A VS M | Reports  SEUELMMORNLECREPE | Exception  Job | | Location | | Department | Fiters  Clear (2)
Print Actions = ‘

16. To view the

timecard quickly, Click 0

! dd ° t ° 1 St t Person Name Period Start Date Period End Date Status Reported Hours Scheduled Hours Absence Hours Total Hours. Submission Date Exception Additional Statuses
O 1/18/25 1/31/25 20 80 0 20 1/22/25

(m} 1/18/25 1/31/25 64 80 16 80 1/24/25
This process does not 1/18/25 1/31/25 88 80 0 88 1/29/25
Show Comments [m] 1/4/25 1/17/25 0 80 80 80 1/30/25

] 1/4/25 1/17/25 24 80 16 40 1/30/25
[} 1/18/25 1/31/25 [ 80 0 0 1/30/25

Time card

Tame Card Perod Status
/17725 - 1/31/25 Submitted

Payroll Transter Status Payroll Processing Slatus
ot ransferred Mot processed

Time entries

Earned Unit Of Payroll Time Payroll Transfer Payroll Processing
Date Measure Type Status Status

1/20/25 Hours Regular Time Mot transterred Mot processed
1120425 Haurs Strait Qvertime Mot transferred Not processed
121426 Hours Regular Time Mot transferred Not processed
1fz2f25 Hours Hegular Time Mot transferred Not processed
1/23/25 Haurs Hegular Time Mot transferred Nat processed

12435 Hours Regular Time Mot transferred Mot processed

127425 Hours Regular Time Not transferred Mot processed

End of Procedure

1/28/25 Howrs Regulas Time Mot transferred Nat processed

1/2%f25 Haours Regulae Time Mot transferre Nat processed
1/30/25 Heaurs Ruigular Tirme Mot transferred Mot processed

1/31/25 Hours Regular Time Not transferred Mot processed
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