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Your punch in will appear in this column. If you
are manually entering time, enter your hours on
this line. The HRMS system will default to “AM”.
If your shift starts in the afternoon or evening
you must manually enter PM. Time must be

captured to the minute!
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should be recorded here. If your shift ends in the
afternoon or evening, you will need to manually
enter PM.
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217051 1300 100.00
Name: Green,Gary
From Date:  03/01/2010 End Date: 08M4/2010 Appointment End Dt:
Workgroup: HOURLY11P 1st Meal Default: 30 2nd Meal Default: Std HrsWk: 40.00
Jobcode Title: Purchasing Asst Department: 100100 Purchasing
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To enter vacation, sick, PTO, or other elapsed
time click on the magnifying glass to choose the
appropriate Time Reporting Code, and enter the
number of hours.
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Total of Hours Entered: 151 866666

Fix Missed Punch I Undo Changes | Frev Period | Mext Period |
\ | Don’t forget
to Save!

PLEASE NOTE: All time should be recorded/reported (In/Out) to the minute and accurately
reflect time worked.




