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Click on the Employment icon.
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Here you can view your grades by term.
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This will redirect you to Web Advisor where you will need to log in again with
the same login and password that you used to log into the Self Service
portal.

Emory & Henry

EMPLOYEES - TiME ENTRY AND APPROVAL MENU

o [ e e
WeLAGYISOr:

Once logged in, click on Time Entry.
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Open the appropriate time card for the position you are reporting time for.
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WebAdvisor,

Enter time in and time out for each day worked. You must use AM or PM
(example 12:00 PM).
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To save your time entered, click the “SUBMIT” button at the bottom of the
page. Please open and record time worked every day that you work.
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To sign your time card and send to your supervisor for approval, check the
box at the bottom of the page and then click submit.
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If your time card is rejected by your supervisor you will receive an email.
Make your corrections as soon as possible, electronically resign the card and
send again to your supervisor. Please note, you will not be paid without your
supervisor’s approval.



