Copying Time
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Copying time differs a little depending on your category of ... let's report Tuesday through Friday. First we’ll click the
employment. Those employees only reporting leave taken have enter hours link on the vacation leave line for Tuesday. . .
the option of copying their leave. Those reporting time worked

can copy those hours the same way. For instance . . .
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Time and Leave Reporting Copy

g Select the link under a date to énter hours of days, Select Next of Previous to navigate through Ml Copy options include ability to copy to the end of the pay period, nclde Satudays or Sundays,
the dates within the pericd. ar copy by dabe. If you select the same date you are copying fram, your hours will be deleted.

‘When you select Copy, the Hours or Units and the Account Distnbution is alse copesd,
Time Sheet

Title and N Security Analyst -- 140200-00 Eamings Code: Vacation Lesve, Shift 1
Departme Tirveshest Test -- TTEST Date and Hours to Copy: Mar 10, 2009, 8 Howrs
Time Sheet Mar 08, 2009 to Mar 21, 2009 Copy from dete disployed to 4nd of the pay parisdt ]
Submit By Date: Mar 25, 2009 by 11:59 P.M. Include Saturdays: [ 4]
Earning: vacation Leave Include Sundays: o
Date: Mar 10, 2009 Copy by date:
Shift: 1 Sunday Monday  Tuesdny  Wednesday Thursday  Fridny  Saturday
Hours: A Mar 08, Mar 09, Mar 14, Mar 11, Mar 12, Mar 13, Mar 14,
2009 2009 2009 2009 2009 2009 Fl
Save | [ Copy (=] =] ] O (m] (m] [m]
Sunday Monday  Tuesdny  Wednesday Thursday  Fridny  Saturday
Earning Shift Default Total Total Sunday Monday Tuesday Wednesday Thursday Friday o Mar 15, Mar 16, Mar 17, Mar 18, Mar 19, Mar 20, Mar 21,
Hours Hours Units Mar 11, =] Lol LY sl Y = ]
or Mar  Mar 09, Mar 10, 2008 Mar 12, Mar o [m] (] (] O O o
Hinits nn NG e 111308 e 147500 1
...and we'll go ahead and enter a day of vacation leave for This brings up a screen that shows each day in the pay period.

this employee. But instead of clicking “Save,” in order to copy
these hours so | can paste them later, we’'ll click “Copy.”
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Copy

0 Copy options incluce ability to copy to tha end of the pay pericd, include Saturdays or Sundays,

copy by date. If you select the same date you are copying Fom, your hours wil be deleted.
whin you select Copy, the Hours of Units and the Account Distribution is also copied.

Earnings Code: Vacation Leave, Shift 1
Date and Hours to Copy: Mar 10, 2009, 8 Hours
Copy from date displayed to end of the pay periced: [m}
Include Saturdays: [a]
Include Sundays: [a]
Monday Tuesday  Wednesday  Thursday Friday Saturday
Mar 09, Mar 10, mar 11, mar 12, mar 13, Mar 14,
2009 2009 2009 2009 2009 2009
[m] O o ] O o
Monday Tuesday Wednesday  Thursday Friday Saturday
Mar 16, Mar 17, mar 18, War 19, mar 20, Mar 21,
2009 2000 2000 2009 2009 2000
] =] (] O (] [ 2]
DEIEACE: 7311 ey

And here, we’ll go ahead and select the additional days where
we want to paste the vacation hours we've already copied.

Copy

f Copy options includa ability to copy to tha end of the pay paniod, include Saturdays or Sundays,
or copy by date. If you select the same date you are copymng from, your hours will be deleted.
When you select Copy, the Hours or Units and the Account Distribution is also copsed.

Earnings Code: Vacation Leave, Shift 1
Date and Hours to Copy: Mar 10, 2009, 8 Hours
Copy from date displayed to end of the pay periced: [m}
Include Saturdays: [a]
Include Sundays: [a]
Monday Tuesday  Wednesday  Thursday Friday Saturday
Mar 09, Mar 10, mar 11, mar 12, mar 13, Mar 14,
2009 2009 2009 2009 2009 2009
[m] O &= = o o
Monday Tuesday Wednesday  Thursday Friday Saturday
Mar 16, Mar 17, mar 18, War 19, mar 20, Mar 21,
2009 2000 2000 2009 2009 2000
] =] (] O (] [ 2]
DEIEACE: 7311 ey

Copy
f Copy options include ability to Copy 1o the end of tha pay paried, include Satrdays or Sundays,
apy by date. If you select the same date you are copying from, your hours will be deleted,
hen you select Copy, the Hours or Units and the Account Distribution is alsa copsed.
Earnings Code: Vacation Leave, Shift 1
Date and Hours to Copy: Mar 10, 2009, 8 Hours
Copy from date displayed to end of the pay period: [m}
Include Saturdays: [a]
Include Sundays: [a]
Copy by date:
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
Mar 08, Mar 09, Mar 10, mar 11, mar 12, mar 13, Mar 14,
2009 2009 2009 2009 2009 2009 2009
[m] o O &= ] O o
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
Mar 15, Mar 16, Mar 17, mar 18, War 19, mar 20, Mar 21,
2009 2000 2000 2000 2009 2009 2000
] o (] O (] [ 2]
DEIEACE: 7311 ey

Copy
f Copy options include ability to Copy 1o the end of tha pay paried, include Satrdays or Sundays,
or copy by date. I you select the same date you are copying from, your hours will be deleted,
When you select Copy, the Hours of Units and the Account Distribution is also copied.
Earnings Code: Vacation Leave, Shift 1
Date and Hours to Copy: Mar 10, 2009, 8 Hours
Copy from date displayed to end of the pay period: [m}
Include Saturdays: [a]
Include Sundays: [a]
Copy by date:
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
Mar 08, Mar 09, Mar 10, mar 11, mar 12, mar 13, Mar 14,
2009 2009 2009 2009 2009 2009 2009
[m] o O &= = = o
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
Mar 15, Mar 16, Mar 17, mar 18, War 19, mar 20, Mar 21,
2009 2000 2000 2000 2009 2009 2000
] o (] O (] [ 2]
DEIEACE: 7311 ey

If you're taking an extended leave, you can copy from the date
displayed to the end of the pay period by checking the box next
to “Copy from date displayed to end of the pay period.”

You have the option to include weekend dates by checking
additional boxes. That way, you only have to click once, instead
of multiple times. But this time, we're only reporting a few days
of vacation.
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Copy o

&} copy options inchude abibty to copy to the end of the pay period, incude Saturdays or Sundays, search 3] SITEMAR - HELR
or copy by date. IF you select the same date you are copying from, your hours will be deleted.
When you select Copy, the Hours or Units and the Account Distnibubon & alse copied.

Copy
Earnings Code: acation Leave, Shift 1
Oute and Hours ta Copy: Mar 10, 2003, 8 Hours & Copy cptions nclude abiity to copy to the end of the pay period, include Saturdays or Sundays,
Copy from date displayed to end of the pay peried: ] or copy by date. 1f you select the same date you are copying from, your hours will be deloted.
Include Saturdays: o When you select Copy, the Howrs or Units and the Account Destribution is also copied.

Include Sundays:
o o £\, Your haurs have been copied successhully.

Copy by date:
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
Mar 06, Mar 09, Mar 10, Mar 11, Mar 12, Mar 13, Mar 14, Earnings Code: Vacation Leave, Shift 1
e ks 20 2 a00% anos 280 Date and Hours to Copy: Mar 10, 2009, 8 Hours
D D o = = = ] Copy from date displayed to end of the pay period: |
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday Include Saturdays: [
Mar 15, Mar 16, Mar 17, Mar 18, Mar 19, Mar 20, Mar 21, )
2009 2009 2009 2009 2008 2008 2009 Include Sundays: [
o o o 1] (] (] [m] Copy by date:
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday
r . Mar 08, Mar 09, Mar 10, Mar 11, Mar 13, Mar 13, Mar 14,
[ Tima Sheat ][ Previcus Menu ][cnp\.-_ 2008 200 20046 2006 2 2 2009
i O O [m] o (=] (=] O
RELEASE: 7.2.1.1 Sunaans Sunday Monday  Tuesday  Wednesd, Thursday  Friday  Saturday
We've selected the dates that we’d like to copy. To finish the ... and notice that you have received a message that says
transaction, click copy . . . “Your hours have been copied successfully.”
@R Copy opbons mckude abdity to copy to the end of the pay penod, include Saturdays or Sundays, Department and Number: [|Ir|uh|\;_1:l Ic;sl TTEST
or copy by date. If you select the same date you are copying from, your hours will be deleted. Time Sheet Perdod: Mar 08, 2009 to Mar 21, 2009
When you select Copy, the Howrs or Units and the Account Destribution is also copied. Submit By Date: Mar 25, 2009 by 11159 P.M.
& Your hours have been copied successiully. ::,::':“: ::ia:i"?'[::e
Shift: 1
Earnings Code: Vacation Leave, Shift 1 Hours: (1]
Date and Hours to Copy: Mar 10, 2009, & Hours — 1
Copy from date displayed to end of the pay period: [ (Save] (cery]
Include Saturdays: O _ .
Include Sundays: o Earning DEfa moal IIJ:;:: Sunday Monday Tuesday ::rd-lu:srunlay Thursday Friday S|
Copy by date: Mar Mar 09, Mar 10, 2000 Mar 12, Mar M
Sunday Monday  Tuesday Wednesday Thursday  Friday  Saturday Units 08, 3009 1009 000 13, N
Mar 08, Mar 09, Mar 10, Mar 11, Mar 12, Mar 13, Mar 14, 2009 2009
2009 2009 2009 2009 2009 2009 2009 Mo 1 Q 0 Enter Enter Enter  Enter Hours Enter  Enter
- - o o a a - Taken
Sunday Monday Tuesday  Wednesday  Thursday Friday Saturday Sick 1 i} [] Enter  Enter  Enter  Enter Hours Enter  Enter
ll:;‘:q-‘». ll;:“‘:. ";:I":;r “;;n‘:r “;;n‘:- “;;‘::1- ";;u?q!. Leave Hours  Heurs Haurs Hours  Hewrs
P P = Vacation 1 o 33 Entes 8 8 8 8
a o o o o o 0 Leave | hows
Military 1 [ 0 Enter Enter Enter  Enter Hours Enter Enter
Time Sheet Previous Mernu Copy I{-:i:i Hours Hours Howrs Hours  Hours
Total a3 0 1 8 a il a
Return to your time sheet by clicking on the “Time Sheet” And we can see that indeed the hours have been copied.
button at the bottom of the screen. There’s eight hours of vacation for all four days.

Now let’s look at the rest of the buttons at the bottom of the
screen to examine a few more features of the electronic time
sheet system.
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