Employee Instructions

Recording Time for Multiple Jobs

The process is different depending on if you are recording time for multiple jobs Within same
Parish/School or at two different locations. Please consider the situation you are in and find the
appropriate heading below. Ask your local management if you have any questions.

To record time for multiple positions Within same Parish/School:
Click on the icon to the left of the applicable day(s)

Choose ‘Add Blank Row’
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Employee Instructions

Click and add time worked in Hours column
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Employee Instructions

Click in the Job column and locate alternate job title
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Employee Instructions

Click Save
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Employee Instructions

‘Operation Successful’ will appear at the bottom of the timecard
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Employee Instructions

To record time for multiple positions at two different locations (such as if you work at a parish
and school, or do work for multiple separate parishes in your area:

In this situation, You DO NOT NEED to add a line to the timecard as specified in the above instructions:
You will actually have a different timecard entirely for each LOCATION that you can switch between.

On the timecard screen, click “Other positions”.
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Employee Instructions

This will show a dropdown list of all the positions you hold.
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Employee Instructions

Click on another position to access the timecard for that location
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Employee Instructions

Enter time worked in that role by clicking in the ‘hours’ column and typing in the time
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Employee Instructions

Click Save
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Employee Instructions

‘Operation Successful’ will appear; you're finished!
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This ensures that your time is kept separate, since you are effectively working on two unrelated payrolls.
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