City Of New Smyrna Beach / Weekly Labor Distribution Card

Name: «prem_lname», «prem_fname»
Position: «prjb_long»
Dept.: «prem_loc»
Emp #: «Emp»                       Email: «Email»
Pay Period: 03/05/06 to 03/18/06
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�PAGE \# "'Page: '#'�'"  ��How to use this Time Card


When you receive it as n Email Attachment you will need to do the following steps:


Save it to you Desktop by Selecting FILE from the Drop Down Menu, then SAVE AS, then point to your Desktop.


Next Close this Document and open the one you saved on you Desktop.


To Enter Hours into the Time Card, Double Click on the Day you want to Change, the Time Card will change to �Spread Sheet Mode and you will be able to enter your Hours.


When you are Finished Entering Your Hours, Double Click on a White Area outside of the Spread Sheet to �Switch back to the Word Document.


Then Save the Time Card again to save your changes.
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