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DIRECTIONS:

Provides guidance for creating a new work task time entry on behalf of other resources in FC Desktop.

1 From within the selected Work Task:

Click on the Resources tab.1

2 Upon clicking, you will be taken to the Resources tab. In the Resources section:

Locate the Resource for which you would like to add a Time Entry . Click on the Checkbox beside the Resource’s name 
to select.

Click on the Time Entry button.
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This guide begins in a Work Task in FC Desktop. For more information on navigating to the Tasks screen, please refer to the Supervisor: 
Tasks Screen job guide.  For more information on searching for Work Tasks, please refer to the Supervisor: Search All Work Tasks job guide. 

�d GETTING STARTED

SUPERVISORS

WORK TASKS: ENTER TIME ON BEHALF OF OTHERS
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DIRECTIONS:

3

When selecting Actual Start and Actual End times the Time drop -down menu is a 24-hour clock starting with 00:00 (midnight). 

The default Actual Start time to enter is 08:00:00. The default Actual End time is 17:00:00. 
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