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Time Keeper Requests
*  Loginto Time Keeper

*  Choose “Requests” tab

Step 2:
Request Type

*  Choose Request Type us-
ing the drop down box.
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Step 3:

Absence Request: To put in an
absence that was not previous-
ly in AESOP. Can only use full
hours.

* |Choose Job |

* [Choose Absence Type |

* |Enter correct Start and End
date

*  |Enter number of Absence
Hours

*  Please take a moment to
review Request.

* [pendRequest ]

Teachers and TAs please DO
NOT use this form if a sub was
called in for your absence. See
Mrs. Bogan for assistance.

Step 4:

Missed/ Adjust Clock In: To be
used when a Clock in time has
been missed.

* |Choose Job |

*  |Choose Date Clock in was
missed.

* Enter Start Time |

*  Please take a moment to
review Request.

* fpendRequest ]
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Think smart. Think

Step 5: .
I_ | N Time Keeper
Missed/ Adjust Clock Out: To

be used when a Clock Out
time has been missed.

*

| Choose Job |

Employee Profi Request;
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