MyTime Time and Attendance Exception Reports

Log into MyTime: www.jefferson.edu/mytime
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Update the time period you are looking for:
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Report: Timesheet Exceptions Within Date Range
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Assignment Group List: Filter Values

| EXEMPT
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11 selected: ADJUNCT_PROFESSORS, .All, .EXEMPT, .EXEMPT_EXCESSIVE, EXEMPT_S2,

.LOCAL_1199, 5 more

Choose Exception Codes: Filter Values

Select All | Deselect All

I¥] Acting as supervisor only allowed for certain depts and jobs =

¥ Additional Money pay code first time used

| Additional Money pay code first time used acknowledged

¥ All hours exceeded standard bi-weekly hours
¥ Attendance first warning
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Select all exceptions and the type of Code: Warning/Error. To run the report hit the green arrow, Run Now
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11 selected: .ADJUNCT_PROFESSORS, .All, .EXEMPT, EXEMPT_EXCESSIVE, .EXEMPT_S2,
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Choose Exception Codes: Filter Values Select All | Deselect All

¥ Acting as supervisor only allowed for certain depts and jobs 4
|¥| Additional Money pay code first time used

¥/ Additional Money pay code first time used acknowledged
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| Attendance first warning

¥ Attendance first warning acknowledged

‘\?J Attendance fourth warning

¥ Attendance fourth warning acknowledged

¥ Attendance second warning

v
141 selected: Acting as supervisor only allowed for certain depts and jobs, Additional Money pay
code first time used, Additional Money pay code first time used acknowledged, All hours
exceeded standard bi-weekly hours, Attendance first warning, Attendance first warning
acknowledged, 135 more

Lowest Severity Code to Report: |Error ~
Employee ID:
Employee Last Name:

Language for Report Qutput: English i



Pick the way you want to view the report- CSV puts it in excel by columns
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