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This program gives you the skeleton for your timecard. It has already completed your name, social
security number, account number, position and your regular work hours.

Use this framework to report exceptions to your regular work schedule.
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On the 22nd, 6
hours of SL was
reported. Left
click on the
underlined blue
date to make
changes

A pop up box
allows you to
identify the hours
and the reason.
A comment box
at the bottom can
be used for an
explanation.
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To report a flex
schedule, left
click on Flex,
then complete the
information box.

Next Click the Flex
Hours box.

This pop up screen
will allow you to
flex your weekly
schedule.

Remaining hours
shows the hours
that you still need
to schedule during
that week.
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Note: The following browsers appear to provide full support for the application features: Various versions Internet
Explorer 4.0

Internet Explorer 5.5 and 6.0+

Netscape Navigator 4.0+

Internet Explorer 5.0 does not fully support the application. Errorsaretypically related to the “pop-up” dialog box
graphics (for example, the “Exceptions’ dialog box shown on page 2 of this document) when activated from the hyper-
links. 1t isrecommended that the application isnot used with |E 5.0.

Instructions for installing IE 5.5:

1) Go to jww.microsoft.com| In the search window shown on the left of the screen, type “Internet Explorer”.

2) A list of linkswill be listed below another search window; click the “Home Page for Microsoft Internet Explorer”
link.

3) Click the“Download Now” button.

4) Read theinstructions listed and click the “Download Now” button again.
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