Overview - Time Cards
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= @ DEPAULUNIVERSITY Welcome to the new time card! We
will now demo its features and show

DE DeanI Employee how to submit it. Save as Template | ‘ Save and Close | | Save ‘ m

FT Hourly Click '"Next' to continue.

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

[«

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~

5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Absence Management

. " .
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Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
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DE DePaul Employee Save as Template | ‘ Save and Close | | Save ‘ m

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O | View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &
5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15
Department Business * Payroll Time Type Absence Manager:lrw:;; Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 I I 0 hours
2 0 hours
2/30
3 0 hours
s To begin, double-click in the 0 hours
5 Department Business field, then 0 hours
B click the arrow that appears. 0 hours
7 0 hours
8 Back 0 hours
Kl 0 hours
10 0 hours
11 0 hours
12 0 hours
13 0 hours
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

3/30 Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ ok,

Select your position title.
Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Back psence Manager:lrw:;; Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit

0 hours

0 hours

College of Law - Dean FT Hourly 0 hours

0 hours
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0 hours
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pg DePaul Employee <o | sweandciose | | save |

FT Hourly

Person Number 9400003 Time Card Period 5/12 /2025 to 5/25/2025

EI TEI E.' [ View Time Totals [ View Calculated Time [ View Absence Plan Balances l Apply Template |i|
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15 F
Depa rh:nent *  Payroll Time Type Absence Management Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantity .
Business Type

1 | College of Law - Dean FT| I 0 hours
2 0 hours
3 430 0 hours
4 Double-click in the Payroll Time 0 hours
3 Type field, then select the arrow that 0 hours
& appears. 0 hours
7 0 hours
8 Back 0 hours
7 0 hours
10 0 hours
11 0 hours
12 O hours
13 O hours
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DE DePaul Employee Save as Template | ‘ Save and Close | | Save ‘ m

FT Hourly

Person Numl 5/30

Select your desired time type from
the menu that appears. ew Absence Plan Balances ‘ ‘ Apply Template ~

Note that you will most frequently select the
ez ly: 'Hourly' option. Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Department Back i Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit

College of Law - Dean F 0 hours

0 hours

Regular Hourly 0 hours

0 hours

Holiday

0 hours

0 hours
Early Close

0 hours

0 hours
0 hours
10 0 hours
11 0 hours
12 0 hours
13 0 hours
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O | View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &
5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15
Department Business * Payroll Time Type Absence Manager:?nt Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 College of Law - Dean FT Hourly Regular Hourly | I I 0 hours
2 0 hours
6/30
3 0 hours
4 You will not need to enter an 0 hours
3 Absence Management Type on any 0 hours
6 time cards. 0 hours
7 . . Oh
Click 'Next' to continue. ourE
8 0 hours
9 Back 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours
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DE DePaul Employee Save as Template | ‘ Save and Close | | Save ‘ m

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O | View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &

5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 College of Law - Dean FT Hourly Regular Hourly 0 hours
2 0 hours
3 7/30 0 hours
4 q 1 . 0 hours
. You will have two options for entering o

. . ours
time: Start/Stop and Quantity.

5] 0 hours
7 For Start/Stop, begin by clicking in O hours
8 the Start field. For the purposes of 0 hours
? this demo, enter 9:00 AM and press 0 hours
10 enter. 0 hours
11 0 hours
12 Back 0 hours
13 0 hours
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O | View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &
5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15
Department Business * Payroll Time Type Absence Manager:lrw:;; Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 College of Law - Dean FT Hourly Regular Hourly 0 hours
2 0 hours
3 8/30 0 hours
4 q q . 0 hours
. Click in the Stop field. For the oh
. ours
. purposes of this demo, enter 5:00 on
PM, then press enter. o
7 0 hours
8 0 hours
Back
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
Department Business * Payroll Time Type Absence Manager:lrw:;; Start Stop Quantity Start Stop Quantity
College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8
9/30
When using Start/Stop, a quantity
will auto-populate in the Quantity
field.
Click 'Next' to continue.
Back

Wednesday, May 14

Start

Stop

Quantity

Thursday, May 15

Start

Stop

Quantit

8 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

0 hours
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DE DePaul Employee Save as Template | ‘ Save and Close | | Save ‘ m

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &
5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15
Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 8 hours
z 10/30 0 hours
4 . 0 hours
Alternatively, you can also enter an
5 . c c 0 hours
amount in the Quantity field.
5] 0 hours
7 For the purposes of this demo, click O hours
8 the Quantity field. Enter 8, then 0 hours
’ press enter. 0 hours
10 _ . 0 hours
When you are finished, click 'Next' to
11 7 0 hours
continue.
12 0 hours

13 Back 0 hours
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~
5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14
Department Business * Payroll Time Type Absence Manager:lrw:;; Start Stop Quantity Start Stop Quantity Start Stop Quantity
College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8

11/30

Now, let's explore some features the

new time card offers. To begin, right-
click in this Quantity field.

Back

Thursday, May 15

Start Stop Quantit

16 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

0 hours
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D DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~
5/12/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13
Department Business * Payroll Time Type Absence Manager:lrw:;; Start Stop Quantity Start Stop
College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8

12/30

Click '"Add Comment' from the

menu that appears.

Back

Wednesday, May 14 Thursday, May 15

Quantity Start

[

[ Copy
[ Paste

g»( Cut

Insert Row Above
Insert Row Below
Duplicate Row

Delete Row

Stop Quantity Start Stop Quantit

16 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

0 hours

Add Comment
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= @ DEPAULUNIVERSITY

DE DePau] Emplovee Save as Template ‘ ‘ Save and Close | | Save ‘ m Add Comment

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025
/12/ /25/2 Row 1, College of Law - Dean FT Hourly

13/30 Tuesday, May 13

= i O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ For the purposes of this demo, enter What do you want to say?
' a a a ' any comment you would like in the
‘What do you want to say?’ field.

5/12/2025 - 5/25/2025 Monday, May 12

Absence Management
Type

Department Business * Payroll Time Type Start Stop Quantity

Required

College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8

0 hours

0 hours

0 hours

1
2
3
4
5 0 hours
4] 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 Q0 hours

‘ Cancel ‘ Save
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pe DePaul Employee Add Comment

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

Row 1, College of Law - Dean FT Hourly
Tuesday, May 13

= ﬁl’ O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ oy Sample comment

5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May

Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start

College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours

0 hours
0 hours

0 hours

1
2
3
4
5 0 hours
4] 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 Q0 hours

14/30

Click 'Save.'

Back
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15/30

To view your comment(s), click the
View Comments icon (i.e., the text

box).

Back

Bl it O | View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &

025 - 5/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Absence Management
Type

College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours

Department Business * Payroll Time Type Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit

0 hours
0 hours

0 hours

1
2
3
4
5 0 hours
4] 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours
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pe DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~

5/12/2025 - 5/25/2025
Department Business *

College of Law - Dean FT Hourly

Payroll Time Type

Regular Hourly

Absence Management
Type

Monday, May 12

Start

$:00 AM

Stop

5:00 PM

Quantity

8

16/30

Here you will see any comments
previously entered.

Click 'X" at the top-right of the Comments
field to continue.

Back

Tuesday, May 13 Wednesday, May

Start Stop Quantity Start

0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

Q0 hours

Comments

Sample comment

College of Law - Dean FT Hourly
Tuesday, May 13




17/30

For the purposes of this demo, we
will not click this icon. For reference,
however, this Clear Time Card icon
will remove all information previously

DE entered. Save as Template | ‘ Save and Close | | Save ‘ m

Click 'Next' to continue.

Person I

Back

[«

= lf_l'l’ O | View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~

Clear Time Card
51272025 - 0 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit

College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours

1

2 0 hours
3 0 hours
4 0 hours
5 0 hours
13 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours
13 0 hours
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For the purposes of this demo, we
will not click this icon. For reference,
& DEPAUL however, this Copy Previous Time
- Card icon will enter the same hours

submitted for the previous pay

DE De period. Save as Template | ‘ Save and Close | | Save ‘ m

A & ©BlueSky

FTHC Click 'Next' to continue.
Person Number ¢
Back
= it O | View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &

571272025 - U Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours
2 0 hours
3 0 hours
4 0 hours
5 0 hours
5] 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours
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19/30

Now, click 'View Time Totals.'

Back

= it O View Time Totals View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ &

5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit

College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours

0 hours
0 hours

0 hours

1
2
3
4
5 0 hours
4] 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours



Time Totals

20/30

The totals for all times entered on
this time card will appear in this
Time Totals field.

Note the Totals column that reports

total hours entered for this period.

Click 'X" at the top-right of the Time Totals

field to continue.

Back

Monday, May Tuesday, May Wednesday, Thursday, May . Saturday, May Sunday, May Monday, May Tuesday, May Wednesday, Thursday, May . Saturday, May Sunday, May
Totaly 12 13 May 14 15 Friday, May 16 17 18 19 20 May 21 22 Friday, May 23 24 25
Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported Reported
Total Hours 16 8 8 0 0 0 0 0 0 0 0 0 0 0 0
0 o] 0 0 0 0 0 o] 0 0 0 0 0 0 0

Absence Hours
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21/30
pe DePaul o
ET Hourly Click 'View Calculated Time.
Person Number 2400003
Back
= it O View Time Totals ‘ ‘ View Calculated Time View Absence Plan Balances ‘ ‘ Apply Template ~ &
5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15
Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours
2 0 hours
3 0 hours
4 0 hours
5 0 hours
& 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours
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= @ DEPAULUNIVERSITY

pe DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12/2025 to 5/25/2025 22/30

, The fields that appear will show all
View Time Totals calculated time for this time period.

Click 'Close’ at the top-right to continue.
Monday, May 12 ednesday, May 14 Thursday, May 15

Department Payroll T Reported : Back Reported Calculated
L%lﬂ 2;’;%%5 Time Type Managerl'ueﬂ Start Stop Quantity : btart Stop Quantity Quantity Start Stop
1  Law- Dean Regular 9:00 AM 5:00 PM 8 16 hours
ET Henirh: Hourly
of Law - Regular
Dean FT Hourly 16 hours

8 hours 8 hours 8 hours 8 hours
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23/30
DE DePaul Employee Click 'View Absence Plan
ET Hourly Balances.'
Person Number 9400003  Time Card Period 5/12 /2025 tc
Back
= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances Apply Template ~ &
5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15
Department Business * Payroll Time Type Absence Manager:lrw:;: Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit
1 College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours
2 0 hours
3 0 hours
4 0 hours
5 0 hours
& 0 hours
7 0 hours
8 0 hours
Q 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours



24/30

Here, you will see totals for all
absence plans you have currently
available. Please note that absences

will still be entered using the
Absence button. You will never enter
absences on your time card.

Click 'X" at the top-right corner of the
Absence plan balances field to continue.

Back Next

Absence plan balances

- Last Calculation Date ‘

Summer Hours 35 Hours

FT Hourly

Vacation
FT Hourly

19.04 Hours
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= @ DEPAULUNIVERSITY

DE DeanI Employee e | Save as Template | ‘ Save and Close | | Save ‘ m

FT Hourly

25/30
Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

Click More Actions (i.e., the '...").

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ Back &

5/12/2025 -5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 Thursday, May 15

Absence Management
Type

College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 16 hours

Department Business * Payroll Time Type Start Stop Quantity Start Stop Quantity Start Stop Quantity Start Stop Quantit

0 hours
0 hours

0 hours

1
2
3
4
5 0 hours
4] 0 hours
7 0 hours
8 0 hours
9 0 hours
10 0 hours
11 0 hours
12 0 hours

13 0 hours
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pe DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~

5/12/2025 - 5/25/2025
Department Business *

College of Law - Dean FT Hourly

Payroll Time Type

Regular Hourly

Absence Management
Type

Monday, May 12

Start

$:00 AM

Stop

5:00 PM

Quantity

8

Tuesday, May 13

Start

Stop

Save as Template | ‘ Save and Close | | Save ‘ m

Cancel

26/30

For the purposes of this step in this
demo, we will not be selecting from
this menu. For your reference,
however, you will be able to print

your time card or cancel changes
from this field.

Click "Next' to continue

Back

[«

Thursday, May 15

Start Stop Quantit

16 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours
0 hours

0 hours
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A @ ©BlueSky TEST (Copy of Production from 4/27/25). Next Refresh: 7/27/25¢” &

= @ DEPAULUNIVERSITY

D E De Pa UI Em pl Ovee Save as Template ‘ ‘ Save and Close ‘ ‘ Save

FT Hourly
27/30

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025 :
We will now show how to save a

template.

If you see a 'Save as

Template' button, click it. If you do
not see the button, click the '..." icon
5/12/2025 - 5/25/2025 Monday, May 12 and select the 'Save as Template'
option there.

E It IO View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Templa

Department
Business

College of Law - Dean FT  Regular Hourly G:00 AM 5:00 PM

Absence Management

Payroll Time Type
yr 1 vp Tvpe

Start Stop

16 hours

0 hours
0 hours

0 hours

1
P
3
4
5 0 hours
6 0 hours
7 0 hours
8 0 hours
? 0 hours

10 0 hours

441 M e aer

-
A I ———————————————————————————————————————————————————————————————————————————————————————————————————————————————E
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A fun feature of the new time card is
the ability to save templates. There
is a separate walkthrough on how to
enter templates.

Upon completing this demo, you can
search 'Add Template' in BlueSky
Help.

Click 'Next' to continue.

Back

Template

Template - ‘

New

Requila:i




Template

Template
New

‘ Name

29/30

For the purposes of this demo, click
‘Cancel’ to continue.

Back

” ‘

Requila:i
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= @ DEPAULUNIVERSITY

pe DePaul Employee

FT Hourly

Person Number 9400003  Time Card Period 5/12 /2025 to 5/25/2025 30/30

Once your entries are complete, you

= it O View Time Totals ‘ ‘ View Calculated Time ‘ ‘ View Absence Plan Balances ‘ ‘ Apply Template ~ may click:

5/12,/2025 - 5/25/2025 Monday, May 12 Tuesday, May 13 Wednesday, May 14 . Sa\ée atnd Close -tsat;‘/]es Cha.nges

Department Business * Payroll Time Type Absence Manager::rw:;; Start Stop Quantity Start Stop Quantity Start Stop 22 re éi _u MERASEL S S
1 College of Law - Dean FT Hourly Regular Hourly 9:00 AM 5:00 PM 8 Save - Save cha nges a nd hours
2 remain on this screen. hours
3 Submit - Send to manager for Bours
4 approval. Bours
5 hours
& Click 'Next' to conclude. hours
7 hours
g L ) hours
9 0 hours
10 0 hours
11 0 hours
1z 0 hours

13 0 hours



Congratulations! You have completed the demo of our new
time card interface.

As before, you must always submit your time card upon
completion in order for it to be approved by your manager.

For walkthroughs on specific topics, feel free to search in
BlueSky Help.




