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Click ‘add’ at the bottom and then enter the work date, start time, end time 
and comments. Comments should be enter for everyday work date entered 
for closure. (Option 1: Did not worked – college closure or Option 2: Hours 
worked)  
 

 
 
 
 
 
----------------------------------------------------------------------------------------- 
click the ‘save’ button:
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When the pop-up below appears – click ‘NO’ 

 
 


