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Adding Pay code  

From “My Information” click on “My Timecard”  

Select the day you want to add a pay code to. 

Click on the “Pay Code” use the drop down button to select pay code, hit tab then total hours then save. 

 

 
To Approve timecard from work space “My Information” you will need to approve Previous Pay Period then 
Approve Timecard.  
 

 

 


