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DHSS Job Aid 6: Non-Clocking Casual/Seasonal Hours Worked 

1.  This job aid only applies to Non-Clocking, Casual/Seasonal employees, since clocking hours will be 

logged for those at facilities. 

2.   On the dashboard, select Time Entry  My Timesheet.  
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3.   As a Causal/Seasonal employee, your timesheet and schedule are blank. 

 

4.   As a Causal/Seasonal employee, you will enter your hours worked daily. You will select the paycode 

WORKED_ELASPSED Work Time (E) and enter the hours you worked for each day. 
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5.   After entering your time worked on your timesheet. Select Save. This will generate a  

yellow level exception which needs to be approved by your manager. 

 

6.   Managers must acknowledge the exceptions and approve the timesheet for the time to be paid.   

 


