Entering Project Transfers ACOSTA "'

For Hourly Associates

Entering Project Time for Associates [ = v information tmescame =

1. Project Time can only be entered when T ———
you Start a Shift or Return from Meal.

8/25/2018 Se30:41 AM (GPAT -05:00) Eastern Time

2. In My Timestamp Window select the

e

fo”owmg Last Timestamp: 1/01/192580 1. 2:0050
a. Transfer box pefTrenres
b. Shift Start to start your shift OR @ Start shift
c. Return from Meal when you have © Begin Mea
finished your meal and are returning -
to the project work SR

O End Shift

3. Atfter Clicking Start Shift or Return from
Meal while transfer is selected; Then

Transfer Selection

Transfer Selection box appears. -
4. Select Project in which you should be o '

assigned :
5. Select Punch

6. Thenthe Punch Confirmation box will ~———MMM M
appear and display your project number )

H h S T Punch Time: 8/25,/2018 10:09.AM
wit your tart Time. Punch Created
Draily Approval: Mo
Transter to: L0821 600
Frig/24
Sat8/25 This Day Approved 10
NOte 943AM 94BAM 11084216//1/ 008 008 008 |+
If you have recently logged project )
\ . . \ . \ Totals = Accruals  Historical Corrections ~ Audits
time it will display on your timecard in
your daily totals window. A ) o
Account Pay Code Amount
1040/11103990/9999/2464/FA1 5/9999/99 2290099 PCBoot UP [AK]
(x)1040/11103990/1084216/2464/FA1 5/9399/992290093 REGULAR 008 ¥




