Click on “Existing Time Cards”

Current Time Card Existing Time Cards s Add Absence
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Open your current time card Access all of your time cards Request an absence and submit for
approval

. Existing Absences Donations
g

View, change or withdraw existing Donate a portion of your plan
absence requests balance to a coworker

Absence Balance

Review current plan balances and
absences taken or requested

Click “Add”
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Change the date
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Add time entries as you normally would
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, There's nothing here so far.
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