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e The* " form is located directly under the timesheet information.

o Foranew entry, flickonthe D  dropdown ghd select the date worked.

o Select the and and E and . Ensure you
correctly select A or

o To submit, click ADD; the new entry will appear in the timesheet grid with the
hours calculated.

. As a best practice, if an employee has made
f an error and you want them to make corrections, ask your

employee to modify theireg
t



