Revisar y enviar horas

1. Inicie sesién en Workday
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Please enter your Jagnet credentials.
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2. Haga clic en Menq, luego haga clic en Time (Hora).
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3. Haga clic en This Week (Esta semana).

Enter Time

This Week (0 Hours)

Last Week (0 Hours)

Select Week
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4. Para ver las horas trabajadas en su calendario de tiempo.
Haga clic en Review (Revisar).

Todsy Jul 29 - Aug 4, 2024 week v = (Actions v Summary

Jul 29 - Aug 4, 2024

Worked Time Worked Time Warked Time

5. Sitodas las horas son correctas, haga clic en Submit (Enviar).

Submit Time X

By clicking the Submit button, you indicate that all hours reported are true and complete and that all reported time complies with
our policies

Following date range will be s

bmitted for approval
July 29 - August 4, 2024 : 40 Hours

Total for July 29 - August 4, 2024
Regular 40

Overtime

Holiday

Paid Time Off

enter your comment

caneel m
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6. Todas las horas trabajadas durante la semana aparecerédn como presentadas
(submitted) y pendientes de la aprobacién de su supervisor.

Worked Time Worked Time Worked Time Worked Time

7:30am - 12:30pm 7:30am - 12:30pm 7:30am - 12:30pm 7:30am - 12:30pm Worked Time

5 Hours 5 Hours 5 Hours 5 Hours 8:00am - 12:00pm

Submitted Submitted Submitted Submitted 4 Hows
Submitted

Worked Time Worked Time Worked Time Worked Time

1:00pm - 5:00pm 1:00pm - 5:00pm 1:00pm - 5:00pm 1:00pm - 5:00pm

4 Hours 4 Hours 4 Hours 4 Hours

Submitted Submitted Submitted ‘Submitted

7. Una vez que su supervisor apruebe las horas, se resaltardn con una barra verde

y una marca de verificacidén y apareceran como "Approved (Aprobado)".

Worked Time Worked Time Worked Time Worked Time

7:30am - 12:30pm 7:30am - 12:30pm 7 2:30pm 7:30am - 12:30pm

5§ Hours 5 Hours 5 5 Hours
Approved Approved Approved Approved

Worked Time Worked Time Worked Time Worked Time
1:00pm - 5:00pm 1:00p! 00pm 1:00pm - 5:00pm 1:00pm - 5:00pm
4 4 Hou 4 Hours 4 Hours

Ap Approved Approved
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8. Sitiene un check-in o check-out no coincidente, no podra revisar ni enviar sus
horas hasta que envie un Formulario Electronico de Solicitud de Ajuste de
Tiempo (Electronic Time Adjustment Request Form) y es corregido por su

supervisor.

Summary Summary

Jul 29 — Aug 4, 2024 Jul 29 - Aug 4, 2024

Regular 40 Regular 31
Overtime 0 Overtime 0
Holiday 0 Haoliday 0
Paid Time On 0 Paid Time Off 0
Leave Paid- College Closed ] Leave Paid- College Closed o
Tota 40 Tota 31

Review

Las horas deben ser entregadas por el empleado y aprobadas
por el supervisor. Si las horas no se envian y aprueban, es
posible que no se le pague por las horas trabajadas. Es
posible que los empleados tengan que esperar hasta el
siguiente ciclo de pago para recibir las horas pagadas.
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