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1. Click the “+” to add a new Work Time row or click “Regular Base Pay” to change the row. 

 
2. Click the Select Work Time Transaction button to add the transaction to the timesheet. 

 
Telework - Distant 

 
3. Click the Select Work Time Transaction button to add the transaction to the timesheet. 

 

 
 

4. Enter the hours of work in the row. 

 
  


