Viewing Timesheets

Timecard
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There are two ways to view an employee’s timecard from a Workforce Genie:
e Ensure Time Period is set to Current Pay Period.
e In Reconcile Timecard double-click on the employee’s name.

e In all other Genies, Highlight the employee’s name and click on the Timecard launch
Ti d

To Select More then One Employee
To access more than one employee at a time, highlight the employee’s name, hold down

the Ctrl key, and highlight additional names before clicking the Timecard launch button.
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