Once all pay is correct and you are ready to sign it off!

Click Goto then Maintain time data
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1272312018 =
2018/11 2018/12 Employee {Iniguez Alfonso
WN 45 46 47 48 49 50 51 5|
MO| 5 12 19 26 3 10 17 2 r .
TU| 6 13 20 27 4 11 18 2 (&5 Employes data et
WE 7 14 21 28 5 12 19 2 -
TH 8 15 22 20 6 13 20 2] A TimeData | Calendar [ Time Events |
FRl 9 16 23 30 7 14 21 2
SAll0 17 24 1 8 15 22 2 S...|W..|pate HID DDtext Start End Durt..|Quot... Dal..|Num... |L.|Req. OTLS5 |072.0 Premium texfT]
Siif11 18 25 2 9 16 23] 3 MU 12/17/2018 OFF OFF 00:00 00:00 OFF [ 0.0 000 0.00 =
b b hite [F3ju 127182018 oFF oOFF 00:00 OFF 0.00  0.00 0.0 =
R =N EE WE 12/19/2018 3DWS Plnned Working Time  07:00 19:30 11.50 M230 1150 0.00  0.00
RTBS - RTM - Leader (1 Level Up) | . [Fa/tH 12/20/2018 1vas vacation Shutdown (U) .. 07:00 18:30 11.50 1230 [ 000 000 0.00
» Truck Shop - Salaried FR 12/21/2018 3DWS Planned Working Time 07:0015:30 11.50 M230 1 o.00 0.00 0.00
» Truck Shop - Team A SA 12/22/2018 30WS Plnned Working Time  07:00 13:30 11.50 M230 | 0.00 0.00 0.00
¥ Truck Shop - Team B : R 1
» Truck Shop - Team C SU 12/23/2018 OFF OFF 00:00 00:00 OFF 7 0.00 000 0.00
¥ Truck Shop - Team D
* Truck Shop - Team E
¥ Truck Shop - Team F
~ Truck Shop - Team G
* Banvile Marc 9z
+ Blackwel Jordan 91
+ Bortner Kenneth 9
* Iniguez Alfonso 9z
* Smith Michael 8¢
« Vallejos Andres az
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Double click on team heading
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RTBS - RTM - Leader (1
* Truck Shop - Salaried
~ Truck Shop - Team A
Albertsen Christian
Burns Terry
Delong Keith
Franey Andrew
Henderson James
McKean Duane
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Then click on Multi-Person View
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Henderson James
I 'McKean Duane

Pers.Mo.
8936163
8935843
8935374
Q375708
B935772
8935826
0138400
8936113
BO36058
B935776

ID |ID text

3D0W5 Planned Working Time
1VAC Vacation (P) / OFF
30WS Plnned Working Time
3DWS Plnned Working Time
3DWS Phnned Working Time

1VAC Vacation (P) / Planned Working Time

30Ws Phnned Working Time
3DW5 Planned Working Time
30WS Plnned Waorking Time
3DWS Phnned Working Time

Start

07:00
00:00
a7:00
a7:00
0d:00
a7:00
ao0:00
Qo:00
07:00

07:00

'End

19:30
00:00
15:30
19:30
0000
19:30
00:00
00:00
15:30
15:30

11.50
0.00
11.50
11.50
0.00
11.50
0.00
0.00
11.50
11.50
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Click on the 1* day of Then open the 15t employee and enter
the next pay period a TAPR Code
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[12/24/2018 =
nig/11 201812 ol (PIEY
WN 46 47 48 49 50 51 /
MG' 12 19 26 3 10 17 24 3

TU|13 20 27 4 11 18 25

WE|l14 21 28 5 12 19 26
TH 15 22 29 6 13 20 27
R | 7
SA 8
9

[ EE

|Pers.io. 1D J /ID text |Start End Duration | Daiy ... D.. Wage Tvpem:
8936163 =]

|16 23 30 14 21 28

SA| 17 24 1 15 22 29 3385 Planned Working Time 00:00 00:00 0.00 OFF~ 0
S8 5 2 16 23 30 I T 0.00

il 1+ [¥]ums Tery 8035843 1VAC Vacation (P) / OFF
| |W | @ Ié T |Delong Keith 8935374 30WS Planned Working Time
RTBS - RTM - Leader (1 Level Up) anev Andrew 9375708 3DWS Planned Working Time
¥ Truck Shop - Sabried 1l [ JHenderson James 8935772 3DWS Planned Working Time
~ Truck Shop - Team A McKaan Duane 8935826 30WS Phnned Working Time
i Q::’;?_rﬂ:rrsh'ma" Minnick Jacob 9138400 30WS Plnned Working Time
Delong Keith Murenu Martin 8936113 3DWS Plnned Working Time

* Franey Andrew Tolman Andrew 8936058 3DWS Planned Working Time

Turner Jr. Joe 8935776 3CWS Phnned Working Time 00:00 00:00 0.00 CFF~

Q=00 0.00 OFF

00:00 0.00 OFF~
Q0:00 0.00 OFF*
1g:30 11.50 M230

ag:o0 0.00 OFF*
18:30 11.50 M230
18:30 11.50 M230

00:00 0.00 OFF*
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Henderson James
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= Minnick Jacob
* Moreno Martin
Tolman Andrew
Tumer Jr. Joe
Truck Shop - Team B
Truck Shop - Team C
Truck Shop - Team D
Truck Shop - Team E
Truck Shop - Team F
Truck Shop - Team G
* Banvile Marc
Blackwell Jordan
Bortner Kenneth
= Iniguez Alfonso
= Smith Michael
= Vallgjos Andres
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Time Data Maintenance Multi-person view

Mutti-day view MUl ey i Team View ‘Qﬁ A Time evaluation %Tme statement
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Date Moj12/24/2018| 4 | b
48, 49 50 .51 52 |JD
263 10 EE R 3
27 [ R R
28 5 12 19 26 :
29 6 13 20 27 | MName \Pers.Mo. |ID |ID text Start End Duration |Dally ... D. Wage Type\
30 7 14 21 28 Il ‘Albertsen Christian 8936163 i
1 & 15 22 29 I 30WS Planned Working Time 00:00  00:00 0.00 OFF~ [0 ~i
2 9 16 23 30 | | THEPR Timesheet Approval 0.00
il 2 b s TAER Timesheet Approval .00
G
RTBS - RTM - Leader (1 Level Up) ibnind)
» Truck Shop - Salaried I OFF  OFF 00:00  00:00 0.00 OFF
~ Truck Shop - Team A L I L 1VAC Vacation (P) 0.00
g ;‘E’;?TE:N?"E“" L ﬁ J TAPR Timesheet Approval 0.00
* Delong Keith 8|l 0.00
* Franey Andrew o || 'Debng Keith 8935374
+ Henderson James 8 3DWS Planned Working Time 00:00 0000 0.00 OFF~ 0
* McKean Duane B ||
+ Mk st a3 TAPR Timesheet Approval 0.00
+ Moreno Martin 8 || 0.00
+ Tolman Andraw el Franey Andrew 9375708
* Turner Jr. Joe 8t || - e
» Truck Shop - Team B = 3DWS Planned Working Time 00:00 00:00 0.00 OFF~ O
* Truck Shop - Team C TAPR Timesheet Approval 0.00
* Truck Shop - Team D 0.00
» Truck Shop - Team E
» Truck Shop - Team F = Hendersan James 8935772
~ Truck Shop - Team G 1= 30WS Planned Working Time 07:00 19:30 11.50 M230 1
* Banville Marc TAPR Timesheet Approval 0.od
* Blackwell Jordan B0
* Bortner Kenneth .
+ Iniguez Alfonso 8935826
* Smith Michael 3DWS Planned Working Time agzoa 00:00 0.00 OFF~ 0
* Vallejos Andres
TAER 0.00
* Truck Shop- Planning/Engineering | Thjestiet Apritivel
0.00 a
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Click copy Then click All



Repeat slides 1, 2, and 3 for each crew and click save.

You can just drop down every employee if it is easier and enter a
TAPR code for all of them.



