
O P E R A T I O N S & M A I N T E N A N C E

SUPERVISORS
WORK TASKS: ENTERING OLD "TIME AWAY”
Provides guidance for supervisors to enter Time Away on old time on behalf of staff members in FC Desktop.

1 FromwithintheselectedWork Task:

ClickontheResources tab.1

2 Uponclicking,youwill betakentotheResources tab.IntheResources section:

Click on theCheckbox besidethe Resource’s name toselect.2a

Click on theTime Entry button.

2a

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 moreinformation on searching for Work Tasks, please refer to the Supervisor: Search All
Work Tasks job guide.

DIRECTIONS:
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GETTING STARTED

2b

1

2a

2b
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3 Upon clicking,the Time Entry pop-upwindowwill appear.In theTime Entry Details section:

Update the Time Category to Time Away by clicking Find

Select the Time Away radio button

3a

3b

3c Click OK
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3a

3b

3c
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4 In theTime Entry window,update:

Enter a Comment4a

4b
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4c

4d

The Date

The Hours

4e Click Create

Remove the Task ID 

4a

4c

4d

4b

4e

4f Click Save & Close

4f
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