A Common Problem using the Time Card

Please realize that you have two sections within the
timecard.
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1. Staff Assignments are individual assignments that
have been specifically assigned to you as a user of the
job.

2. Department Assignments are assignments that have
been assigned to all staff members to take time
against.




You must take time in Staff Assignments and add time to
your timecard before adding time in the Department
Assignment section.

If you add time in both sections and click on the “add to
timecard” button, it will only add time from that section
of your timecard, not both!

Our recommendation is that you take time for Staff
Assignments first and then add your Department
Assignment time.

As always if you have any questions please contact
Support Staff!



