WorkFecrce

SOFTWARE

How to View Workforce Timesheets

Workforce is where employees can view hours worked for extra duties, allotment
balances, and absences requested through Workforce or Aesop.

***0Only accessible from U-46 district grounds***
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05/18/2015 SEC-PAYROL.. | Hourly 2.00
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Enter My Hours - to be able to view extra duties, absences, and allotments.

On the top half of the page you will be able to view your time sheet by week. Here you
will see all your punches and additionally, you will see if there was any sick, vacation,

holiday, or any other time paid to you for that week.

**You can move between weeks by clicking on the arrows before and after the period

dates.

1. Exceptions - indicates any changes made to the timesheet and who made them.

Displays what the “thumbtack” symbol on the timesheet means.

2. Results — displays hours to the nearest quarter hour.
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