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4  Click "Start Leave Report" for the Desired time period
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5 Select the day you would like to enter time for. Note: the default calendar date will
default to the end of the current pay period
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6  Click the arrow to change the date as necessary
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10 After click "Save"
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24  Verify your time entries
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Leave Report Detail Summary

Interim VP of Business and Finance, 010240-00, S, W40100, WTE Information Technology

Pay Period: 23.50 Hours

Time Entry Detail

Date

07/31/2025
08/11/2025
08/12/2025
08/13/2025

08/14/2025

Summary
Earn Code

170, Annual Leave
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Summary

Earn Code
170, Annual Leave

Total Hours

Routing and Status

Name

Noel, Tevin D.

Comment (Optionatl):

In Pro,

Earn Code

170, Annual Leave
170, Annual Leave
170, Annual Leave
170, Annual Leave

170, Annual Leave

Shift Week

170, Annual Leave

Shift Week

Week

Enter Comment if necessary

Week
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Shift Total
1 7.50 Hours
1 4.00 Hours
1 4.00 Hours
1 4.00 Hours
1 4.00 Hours
Week Week Week Total
7.50 8.00 8.00 2350 Hours
1 4.00 Hours
Week Week Week Total
750 8.00 8.00 2350 Hours
7.50 8.00 8.00
Action
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Click Submit
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