Editing time in Time Tracking.

1 Click here to begin a transaction.
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2  Click the calendar icon to begin editing.

4) Time Tracking : Clock In/Out

Clock In/Out
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CURRENT TOTALS
Status Not Working Sun 03/09/2025
Start Time Scheduled Hours
Duration Break
Lunch
Weekly

TIME TRANSACTIONS

&~ Previous Day | 03/09/2025 Sunday ‘ @ Next Day —>
# Edit
TIME TRANSACTIONS
1 2
Start End Duratior Status Pay Type Position Type Comment
Time Time

No records to display

3 Click on the date that you need.
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CURRENT TOTALS
Status Not Working Sun 03/09/2025
Start Time Scheduled Hours
Duration Break
Lunch
Weekly
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No records to display

Today Done




4  Click "Edit" to make your changes.

out
TOTALS

i Not Working Thu 03/06/2025 &h 4m

) Scheduled Hours

] Break

Lunch 20m
Weekly 34h 37m
FONS
€~ Previous Day | 03/06/2025 Thursday [5 NextDay =
TIONS
Duratior Status Pay Type Position Type Comment

PARAPROFESSIONAL-1

PARAPROFESSIONAL - CLER... forgot to clock in

AM 3:34 I-In
PM 0:30 L - Lunch
PM 430 I-In

PARAPROFESSIONAL-1

PARAPROFESSIONAL-1

PARAPROFESSIONAL - CLER...

PARAPROFESSIONAL - CLER...

5 Click this text field to enter start time and status.

TIME TRACKING : CLOCK INJOUT
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#, Edit Dock

Time Transactions For 03/06/2025 Thursday
@ Add Time Transa
CURRE
TIME TRANSACTIONS
2
Start Time End Time Status Duration Assignment
i |U?:56 AM | @ |1n30am ‘ @ | I-In v‘ 03:34:00 I PARAPROI
i 1130AM @ [1z00PM ‘ @ | L - Lunch v‘ 00:30:00 PARAPROI
TIMET  §  |1200em @ |0430PM ‘ ® | I-In v‘ 04:30:00 PARAPROI
4
TIME €3 Close
A1 .
Start End Duratior Status Pay Type Position Type Comment
Time Time
07:556AM 11:30AM 334  I-In PARAPROFESSIONAL-1  PARAPROFESSIONAL - CLER... forgot to clock in
11:30 AM  12:00 PM  0:30 L - Lunch PARAPROFESSIONAL-1  PARAPROFESSIONAL - CLER...
12:00PM 04:30 PM  4:30 I-In PARAPROFESSIONAL-1  PARAPROFESSIONAL - CLER...



Click save when all changes have been made including your notes. You need to
give reason regarding changes.

#, Edit Dock

ransactions

a
Time Transactions For 03/06/2025 Thursday
RANSACTIONS
2
Start Time End Time Status Duration Assignment Pay T!

07:56 AM ‘ | 11:30 AM I-In v 02:34:00 PARAPROFESSIOP

11:30 AM ‘ | 12:00 PM L - Lunch v 00:30:00 PARAPROFESSIOP

12:00 PM ‘ |04:30 PM I-In v 04:30:00 PARAPROFESSIOP

»
0 o
Duratior Status Pay Type Position Type Comment

AM  3:34 I-In PARAPROFESSIONAL-1  PARAPROFESSIONAL - CLER... forgot to clock in
PM 0:30 L - Lunch PARAPROFESSIONAL-1 ~ PARAPROFESSIONAL - CLER...
PM 430 I-In PARAPROFESSIONAL-1  PARAPROFESSIONAL - CLER...
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