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Joseph B Holstein_~| # 3K Timesheet Entry Tuesday, September 13th 2022 2:25:05 PM
Time Card Inquiry CURRENT PERIOD
Timesheet Entry Pay Period: 09/11/2022 - 09/24/2022
Time Summary oo
Benefits Calendar |_D e Mon | 09/12/2022 _Lﬁ UB 30 H;)i‘ |REG (Regular pay) v| |225 (Deputy Assasso v |
PR % rD ° Tue |oes13/2022 [ 08:30 ® }_g)nil [REG (Regular pay) [ 226 (Deputy Assesso v | | ‘
Hours Reguest
Time Approval T
Press “+” to add
another entry
Enter the date of Enter the number Enter notes for your
) Enter the type of . .
time worked entry of hours worked work supervisor — optional
Enter the hour Enter the position but will remain with the
started working record permanently
LAST STEP: click save
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After completing the spreadsheet (daily or other timeframe based on employee/manager process), go the Time
Approval menu. Once employee validates the hours showing accurately reflect his/her hours worked, click the Approve
and Submit button. This will turn the red exclamation point under the employee column to a green circle. Once and
employee sees the green circle under the Employee column, his/her hours are sent to the employee's manager.
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Clock In/Out Time Approvel Thursday, August 4th 2022 2:06:35 PM

T R

Time Summary

Pay Period: 07/24/2022 00:00 - 08/06/2022

Regular Overtime Comptime Benefits Deduction Rounding  Other Total
Benefits Summary

0.50 0.00 0.00 00 (0.00) 0.02 0.00 0.00 0.50

Benefits Calendar :
Time-Off Request Pay Period Approval
Regular Ti Employee overs Approver Comment
Hours Request o= i .
0.50 U]
{ I
(ANSE Approve Showing | 100 v | per page; 1 total records gy
@ A: Rules Day Date “in Out Type Timelogged  AutoDeduction  Dally Total TimeTotal Amounmt Position Schedule Comment Employee  Approvers
Z o Thy 08/04/2022 1335 1404  REG (Regular pay-Clock inout) 0.50 0.00 0.50 0.50 0.00 539 (Painter) (1] (3]

Showing | 100 v | per page; 1 total records
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[ | - Employes Hours Request sl — ] X
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Add Hours Request Thursday, October 6th 2022 9:49:19 AM

Clock In/Qut
Time Card Inquiry Employee: Kingsbury, Christopher
Time Summary (2) Select the type of out time  ——— 5.
Benefits Summary Stal 10/06/2022 i

(3) Select the start date
Benefits Calendar @ End Dot :ﬁ

(4) Select the end date @ Start Time (0830

Time-0ff Reque:
@ Hours PerD nn mm] or [hh:mm] Days should be in daily format (0-99) and minutes should be in fractional format (.25, .50, 75 &/or .00}

Hours Request (5) Select the # of
hours per day of leave Department 2037 (Highway)
Til A I .
RIEEES time requeSted- Location Blue Collar - 8 (Blue Collar - 8)

Position_ [518 (Heavy Equip Operator-Highway) v |

(6) Select the position
being charged
(normally default

position is charged). =X

(1) Select Hours Request St

or Time-Off Request

Comment ‘

(7) Enter any
comments for
supervisor (not a

required field). (8) Click “Save”.

2021.3.4 ©2022 Tyler Technologies, Inc.

H L Type here to search




