Hello Everyone,

information.

Directions an how 1o use the online timesheet form:

1200 pm. Fyou have worked 6 hours or less, please enter in hours in the first half of the day. Do not enter in any hours in the second
half after lunch unless you have worked more than 6 hours that day. If you have worked more than & hours that day, then you must

Once you have entered in all of yvour days and hours, then click on the calculate hours button. DO NOT HIT THE BACK KEY AFTER
ENTERING IN YOUR HOURS, IF YOU DO S0, ALL TIME WILL BE ERASED AND YOU WILL NEED TO RE-ENTER IN YOUR HOURS. If
there are any problems with the time that you enter and you are forced to hit the back key, you will need to re-enter in all of your
infarmation again. By hitting the back key, it refreshes the page to a new blank form. If all information is correct hit the submit key and

Thank you all for your patience and cooperation!
If you have any questions, please call me at the number listed below.



