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Punch In/Out Review Punches View Hours

Time Off

Balances

Submit

Extra Duty Timesheet

Use this

Swipe Badge

Extra Duty - 1Test ZZKronos
School/Department

¥ BEULAH MID CAFE

School/Department
BEULAH MID CAFE

BEULAH MID CAFE

BEULAH MIDDLE

Extra Duty
BEULAH MIDDLE

BLUE ANGELS ELEMENTARY

Hone BLUE ANGELS ELEMENTARY

BLUE ANGELS ELEMENTARY CAFE
BLUE ANGELS ELEMENTARY CAFE

RRATT CAFF

Internet Down?

Tue Dec-0225 350 pm

View Leave

Go to the timeclock.
Press the “Extra Duty” button.

Swipe your badge.

After swiping, you will see this
screen.

Use the arrows to find the location
you were instructed to select. If you
weren't told which one, then use
your regular working location.

Tap on the location to select it.

N

Extra Duty

School/Department
BEULAH MID CAFE

SCIENCE - Workshop Hourly
SCIENCE - Workshop Hourly

SOCIAL STUDIES - Instructional $20/Hr
SOCIAL STUDIES - Instructional $20/Hr

Extra Duty

STO - Instructional Hourly

Zone STO - Instructional Hourly

..UDENT SERVICES - Administrative Hourly

STUDENT SERVICES - Administrative
Hourly

9 Extra Duty - 1Test ZZKronos I
-

Use the arrows to find the Extra
Duty you were told to select.

*¥You MUST choose the correct
Extra Duty — doing so helps you
to be paid for your time.

Done

School/Department

Extra Duty

BEULAH MID CAFE

SCIENCE - Workshop Hourly

Back Submit

On this screen, press “Submit”.
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Swipe Badge Go to the timeclock.

@
m Press the “Extra Duty” button.

Punch In/Out Review Punches View Hours
Swipe your badge.
D X
\
View Leave §
nn Extra Duty Time Off Request
HH Balances
Enter ID
Extra Duty After swiping, you will see this
screen.

Click on the School/Department
School/Department | Select School/Department v section to find the location you were
instructed to select. If you weren't
told which one, then use your
regular working location.

ExtraDuty  Select Extra Duty v

School/Department 282 items

Tap on the location and press
(O MCARTHUR CAFE Select.

@ MCARTHUR ELEMENTARY
O MCDANIEL ADMINISTRATIVE BLDG

O MEDIA SERVICES

¢ GEETENNES ©

Pg. 2 of 3



How to Enter Extra Duty at Each Time Clock

Extra Dut 102 Items ) .
e Click on the Extra Duty section to
O WORKFORCE - Instructional $20/Hr find the Extra Duty you were told to
@ WORKFORCE - Instructional Hourly EEIEGt
(O WORKFORCE - Professional Hourly *You MUST choose the correct
O WORKFORCE - Workshop $20/Hr Eltra Dl’!ty - dﬂ'l‘lg s.lu hglps yﬂu
! to be paid for your time.
[ (o
Press Select.

Extra Duty
On this screen, press “Submit”.

School/Department  MCARTHUR ELEMENTARY v

Extra Duty WORKFORCE - Instructional Hourly %

When your Extra Duty is done, you only need to click the "Clock Out” button
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