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STEP 1

Click on Sign In

STEP 2

Under Me Section, Click on Time and Absences tile
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STEP 3

Click on Existing Time Cards

STEP 4

Click on 4/30/22-5/6/22 timecard
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STEP 5

Click on pencil icon to edit

STEP 6

Type "8" in the quantity menu
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STEP 7

Click on OK

STEP 8

Click on Submit
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STEP 9

Click on 4/30/22-5/6/22 timecard

STEP 10

Click on Show Details
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STEP 11

It will show the details of timecard submitted.

STEP 12

Click on Home icon
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STEP 13

You will get back to the Home screen
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