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Record Maintenance & Status (Timekeepers)

All employee records can be accessed from one page.
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Summary of the hours recorded on each timesheet

Helpful Hints: 1. To print one or more timesheets:
e Click the checkbox(es) in the Select column for the timesheet(s) you want to
print

e Click the “Print Select PP Records” option (just under the dates).
2. Click the Submit column title to sort the employee list so timesheets without a date
are listed first.

3. Click the NFC XMIT # column title to sort the employee list so timesheets without
a transmit date are listed first.
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