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Moving Timesheet Events

This feature allows the user (with permissions), or the Administrator, to move a timesheet

event from one timesheet to another on the same day.

VIDEO
Check out our related video - Moving Time Events (1:31) - as you review

this topic.

Initial Setup

For this option to be available:
The user must have two timesheets on the same day in "pending" status.
If the user does not have a schedule for the position to which you need to add time, and

therefore a timesheet for that position does not exist, you will need to click the Add

Timesheet button, create that timesheet, and click Save before moving any time.

Moving a Timesheet

First, click the Actions dropdown near the upper left corner. Then, select Move

Timesheet Events.
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Next, select the date, the timesheet from which you are taking the event, and the
timesheet you are placing the event on. Then, check the boxes next to the events you

would like to move.
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When ready, click the Move Events button. *If there is only one timesheet available on

that date, and therefore no timesheet available to move the event to, the system will

display an error message indicating “Only one eligible timesheet exists for the day you

selected”.

Move Timesheet Events

Move an event from one timesheet to a different timesheet on the same day. To begin,

please select the day on which the event occured.

Select Date:

’ Mon, November 07, 2022 v

From Timesheet:

’ Bridge Street Elementary School - Custodian V|

To Timesheet:

’ Valley Forge High School - Custodian V|

All Events

12:00 PM - 03:30 PM (Sign In/Out)

Move Events <

A "Success!" page should appear. Now, click the Close Window button, or click Move

More Events to continue moving timesheet events.

Move Timesheet Events

Success! The events you selected have been moved.

@ You must save the timesheet for the ch
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Now click the Save Changes button.
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