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How to Edit a Segment

e Go to “Manage Time Sheet” and “Add” the segment.
o Once segment appears, select “Edit”

Tue 11/12 7:30

Edit Clear Copy

08:00 AM E 7:30

2034 - Departmental Technician |

Add

e Onthe “Edit Segment” display select the appropriate job code

Edit Segment Z

Segment Length: 7:30

Tmein | 1111212019 08:00 AM E

Hours | 7:30
sob [ 2034 - Dapartmental Tachnic
Cost Code 1171 - Spring Day
MNote 1172 - Fall Day

1180 - Sick/Personal (Monthly)

1202 - Flex Time Accrued (x1.5) Cancel
1204 - Flex Time Used
9024 . Nenartmental Tachnician | M

e You are able to add notes to segments that you and your supervisor may review. Note is not a mandatory field.
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Segment Length: 7:30

Timein | 11/12/2019 08:00 AM E

Hours | 7:30
Job | 1170 - Vacation Pay (Monthly
Cost Code | << NONE >>

4
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H Save

e Hit “Save” when finished. Edited segment will appear on your timesheet.
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