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3. Select day of the week.
4. Selectthe earn codgregular pay, sick pay, vacation pay, etc.).

a. Exempt Employeeonly submit exceptionsto regular time (e.g., sick time, vacation time,.gtc
5. Enter hoursas relevant to your employee typ@ normalworkdayis consideredr’.75 hours)
6. Pressave, located at the bottom of the page.
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Copying the same time across several days:

a. If you select the wrong earnings code you will need to delete the code fidstream select the
correct code. Thédelete”icon is also located in the middle of the page on the rgjtié.
8. Click “aveé’ after completingall entries.
9. Oncethe timesheet is complete, selecPfeview’ at the bottom of the page to see what you have
enteredbefore you thetimesheet is submittedYou
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a. The comment bubble at the top of the pagext to Pay Period&esis a computer generated
message regarding your timesheet. To view the messagek on the bubble.

11. Once completed
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