Adding Comments quick guide

» Actions

At bottom of Timesheet screen
To access comments screen

tober 2016 in 1,24 seconds

Add comrment

EASY: Copyright @ 2016 Giltbyte Ltd,

|

In Comments section - Adding comments

Mo Comments.

Cotober 2016 in 1,24 seconds

Saved Comments
appear in left hand
box.

To delete a
comment, click on X

I Michelle Goddard

Type in comment
or for pay adjustment type in:

Type in comment

STEP 1

From Timesheet
Screen Click on
wording Add
Comments

STEP 2

P
<

or for pay adjustment type in:
PAY ADJUSTMENT = hours unsocial enhanced for 13/08/16 missed from

timesheet.

A

Mote: Comments are for information only and not processed

Hide Comments

EASY: Copyright @ 2016 GiIt&te Ltd,

STEP 3

Press Save Comment

P&y ADIUSTMENT % hours unsocial enhanced for 13/08/16 missed from

timeshest,

Cotober 2016 in 1,16 seconds
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Mote: Comments are for information only and not processed

Hide Comments

by EASY, Save Comment

EASYY Copyright @ 2016 Gilthyte Ltd,

Type in the
comment or pay
adjustments
relating to any
closed previous
months.

Always start pay
adjustments with

the wording ‘Pay
Adjustment’




