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NMULTIPLE
Pay Cocles

When clocking infout with multiple | o setection

Pay Codes Sellct Job for True Time Entry

=elect & Prirnary Fay Code Descripfion

e Enter your True Time Access Code or B e e s
L

No SUMSC SUMMER SCHOOL

Username/PaSSWOrd ] No TUTR2 TUTOR ESSER FUNDING TEACHER
e |[n the Job Selection pop up window, check

the box next to correct Extra Duty code OSB3 s ek
e Click Select
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WHEN DO | SUBMIT MY TIMESHEET?
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HOW DO | SUBMIT?

ev Day [05/18/2021 _! | Tuesday Mext Day= Current D&y View/Submit Time Sheets
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MULTIPLE SUPERVISORS

In Unsubmitted Timesheets

e Highlight the correct timesheet

(should only be one)

Supervisor Selection . I B

e Click "Submit Time Sheet"
Supervisor Selection for GROVER CLEVELAND _ Continue

Please select a supervisor for each job: geaback * In Supervisor Selection pop-up,
Supervisor Pay Code Primary Description

[SARAH PARTAIN TUTR2 Mo Tutor Esser Funding Teacher
[ANGELA MARTIN SUMSC No Summer School

SHAWM LEE CLC Mo Clc Facilitator

click on the drop-down arrow next

to each Pay Code and choose

correct Supervisor
e Click "Continue"

e Click "Submit Time Sheet"
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Period Summary

Type Pay Mote Hours . . .
Waork ADMSU (Admin Support) 40h 08m
Total Hours:  40h 08m
Original Hours Paid: 40h 15m

Requested Comp Time Clock Hours: 2h 45m
Adjusted Hours Paid:  37h 30m
Adjusted Hours Paid = Original Hours Paid - Reguested Comp Time Clock Hours

[
Comp Time Totals ‘ I d I ;
Time Of

Time Off Code Days or Hours  Clock Hours Requested Comp Time Factor Allocated
COMP HRS Hours oh 15m * 1.5 oh 23m

COMP HRS Hours 2h 30m * 1 2h 30 Period Summary
Totals 2h 45m 2h 53m
e Summary of accumulated hours

Daily Totals Daily Totals

Status Hours

L e Breakdown of each day
f21/ otzl Hours: 10h 20m . .
e R e Adjustments in GREEN

731 AM - 5:32 PM IN 10h O1m

06/22/21  Totzl Hours: 10h 01m AdJUStment Deta||s
Wednesday 06/23/21
7:30 AM - 5:32 PM IN 10h 02 P \Nhen adjustment made
06/23/21  Totzl Hours: 10h 02m

Thl{’Ta;wFﬁf?_{z‘lH IN Clock out ime should be 5:15 PM Oh 45 ° ACJ u Sted by
justment notes

06/24/21 Totzl Hours:  9h 45m Hours Paid:  7h 00m
e AoC
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THANK SOU!

Sarah Partain
Business Systems Analyst
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