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Documenting Time Using MyTime

Recovery Teachers will log into MyTime and complete the following on the main screen:

1. Click on Weekly Timesheet.

2. Enter Your Employee ID Number.

3. Verify the correct work week. (Do not submit time for future weeks.)
4. Press the “GO” button.
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The timesheet window will appear. Complete the following steps:

5. If you are currently on contract you will have a line of hours that says 1RM in the time code field.
Leave this line alone. Use the next available line under Time Code and click in the box. Press
the search icon to open the Time Code window.

6. A pop up window will appear.

7. Click “T3 Hourly Exempt”
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8. Enter the hours worked for each day of the week.
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9. Press the search icon to open the Position window. A pop-up box will appear. Search and select
position 800009991520 or “Hourly Band 15" in the description box
10. Once selected press Submit.
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11. Press the search icon to open the Index/ Sub-Object window.
12. When the window opens enter “575257” in the Index / Sub-Object field.
13. Press the Find button to locate Index / Sub-Objects.
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14. Click on DSS-Due Process&Eligibility - CARES ACT-HRLY Teacher.
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15. The Sub/Object code will populate.
16. Press the search icon to identify “Work Performed For”
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17. When the search window appears enter 5750001045 in the Location field.
18. Press the-Find button.
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19. The search will yield the following. Select “Schaefer, Dawn”
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20. Once you have entered your time and required information press the “Save for Now" button.
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21. Fix any errors if directed. Then press the "Submit for Approval" button.
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