How to change the language of your timesheet.

1. Open your timesheet up and right click the page.

2. Select “Translate to English” [English is the default].

Weekly Time Sheet

Please record all hours worked and any absence on the time sheet. Ensure that your time is
recorded completely and accurately. If you need assistance completing your time sheet,
please contact your supervisor.

Your email will be recorded when you submit this form
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3. Click on the symbol shown in the picture.
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Please record all hours worked and any absence on the time sheet. Ensure that your time is
recorded completely and accurately. If you need assistance completing your time sheet,
please contact your supervisor.

Your email will be recorded when you submit this form.
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4. Scroll down and choose your preferred language, click on Done.
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Hoja de tiempo semanal

Par favar, registre todas las horas trabajadas y cualquier ausencia en la hoja de tiempo.
Asegurese de que su tiempo se registre completa y exactamente. Si necesita ayuda para
completar su hoja de tiempo, péngase en contacto con su supervisor.
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Su correo electrénico se registrard cuando envie este formulario.
(No wendy_macmillan@psbma.org? Cambiar de cuenta
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Identificacion del empleado *

Su respuesta

apellido *

Surespuesta

nombre *

* These instructions are for a PC or MAC.



