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Select Timecard and Rotate and crop Timecard, to right side up. Make sure the Timecard is filled out
with Name, Date, Specialty, Shift times (in and out, and lunch deduction) Signed by Supervisor.

Click Submit.
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If you needto Edit yourtime (click Edit blue box). If the timecard is uploaded, and no edits needed,
then click Blue box (Next).
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Type In Qut Total

Regular 1000 AM 11: 00 AM 1.00 Hrs

Total In Hours 1.00 Hrs
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Add any comments underthe section, if applicable. (Example- Nolunch with a reason why)



How to upload a timecard to How to Submityour timesheet
Workforce Portal in Workforce Portal

ADDER)

MEDICAL STAFFING

Comments:

No lunch break MK

Mileage:

0 miles
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If you are ready to submit your timecard, Click SUBMIT!

You will geta pop up that Timecard has been uploaded.

Thenyou will see the completed shift/ timecardin Gray on your calendar.

See Below:
24 25 26 27 28 29 30
s s soonsao (el 7s25pa00p [0 [ ieooa o [
DI EFT S LT ETT S ET

You are Finished.



