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Select aWorktag for each row of time 
being submitted to associate the type of 

work being charged. 

Categories Include: 
• Grants 
• PCA 
• MSP: Overtime Types 
• Shift Differentials 
• MSD: Additional Job Rates 
• Remote Work Location 
• Manager Approved 
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Click on "PCA11 when 
the drop down menu 
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Once you click "PCA", the 
PCA menu will appear ~ 

I{ PCA 
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Scroll down the menu until you locate the correct PCA 
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Copy  Time Entered From  a Previous  
Week’s Timesheet 



To Copy PCA Codes  from Previous  
Week’s Timesheet 



ENTER TIME OFF • WORKTAGS 

Employees should NOT enter a 
Worktag for paid or unpaid time off 
from work. 

□ Administrative Leave 

□ Annual Leave 

□ Compensatory Time 

□ Cash Overtime (FLSA) Compensatory 
Time 

□ Compensatory ExempUNon-Exempt 

□ Holiday Time 

□ Leave Bank/Donation Time 

□ Personal Leave 
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