How to View and Approve Your Time
Card

1 Click "Time Card V2"
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2  The current date range will be listed here.

e j Time Card

B February 6)- February 28,2026 B3

g
80:00 00:00 qo0.00/00:00 72:00 32.00040:00 72:00 3200/40:00 00:00 00:00/00:00 00:00 00:00/00:00 00:00 00:00/00:00

e ated Py Premiioni Hours Woied Regular ot PTET PTETOT Paid Absence Unpaid
08:00 08:00/00:00 00:00 00:00/00

3 Click here to move forward in time.

Welcome to Community LivingWindsor B & & [+ LogOw

2026 ~  2026022B(PP5)

B February 15, 2026 - February 28, 2046

‘ Hours Worked Regulsr or PTET PTET O ‘ Paid Absenca Unpaid Banked C\
2

72:00 3z2.00/40.00 72:00 3z00/40:00 00:00 00:00/00:00 00:00 00:00/00:00 00:00 02.00/040:00 03:00 04:00/00:00 00:00 00:00/00.00 00:00
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4 Click here to move backwards in time.

Time Card  wome / Time Card

Events 1o v) fbrch 01, 2026 - March 14, 2026

No Time Card Available in this Pay Period

5 On your time card summary, you will see the total paid amount. This includes
hours worked, banked time used, holiday pay, etc.

Time Card  +ome 7 Time card

Events (o v) B} February 15, 2026 - February 28, 202¢

Chad Harris
4882
Cenral Office Managers FT Mon-Unian

@ Dashboard

Premium ‘ Hours Worked Regular or PTBT P

00:00 00.00/00:00 72:00 32.00/40:00 72:00 3200/4000 00:00 00:00/00:00 00:00 00:00/00:00 00:00
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6 Next to each total, you will see amounts separated by a slash "/". This is the
division of each week.

Time Card  tome / Time card

Events o) B February 15, 2026 - February 28, 2026

Chad Harris Total Paid Premium Houggflorked
4882 +
: Managers ET Mon-Union 80:00 00:00 qo:00/00:00 72:08 32 no/a000

1

Regular or PTET FTETOT

72:00 3200/40:00 00:00 00:04/00:00 00:00 0a:00/00:00 00:00 04:00/00:00

@
Requests
ichedule

#

lar

dvz

7  Total for paid absences will be here.

Welcome o Community LivingWindsor @' A &  [# LogOu
202E 2026-02-28 {PF' 5 W
B February 15, 2026 - February 28, 2026 &

Regular ar PTBT

Hours Worked
72:00 3z2.00/40.00 72:00 3z00/40:00

PTETOT ‘

Unpaid Banked Ga\
00:00 00:00/00:00 00:00 00:00/00:00 00:00 00.00/00:00 -

00:00 00:00/00.00 00:00
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8  Total for unpaid absences will be here.

Welcome to Community LivingWindsor @' & & [+ LogOut

2026 ~  20260228(PP5)

B February 15, 2026 - February 28, 2026 B

72:00 azo0sa0:00 72:00 3z00/4000 00:00 00:00/00:00 00:00 00:00/00:00 00:00 00:00/00:00

Hours Worked Regular ot PTET PTET OT Paid Absence
08:00 09:00/00:00

Unpaid
00:00 ©00:00/00:00

9 Total for banked will be listed here.

Welcome to Community LivingWindsor B & & [+ LogOw

2026 ~  2026022B(PP5)

B February 15, 2026 - February 28, 2026 &

‘ Hours Worked Regular or PTET PTET OT ‘ Paid Absence Unpaid

72:00 azoosen:00 72:00 azao/4000 00:00 00:00/00:00 00:00 00:00/00:00 00:00 02:00/00:00 03:00 04:00/00:00 00:00 00:00/00.00
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10 Click the arrow to expand the timecard to view details.

Welcome to Community LivingWindsor @' & & [+ LogOut

2026 ~  20260228(PP5)

B February 15, 2026 - February 28, 2026 B

‘ Hours Worked Regular ot PTET PTET OT ‘ Paid Absence Unpaid Banked

72:00 azo0sa0:00 72:00 3z00/4000 00:00 00:00/00:00 00:00 00:00/00:00 00:00 00:00/00:00 03:00 D4:00/00:00 00:00 00:00/00.00 00:00

11  Grand total for regular hours will be listed here

Time Card  +ome 7 Time card

Events (o v) B3 February 15, 2026 - February 28, 202¢

Chad Harris Total Paid Premium Hours Worked Regular or bret
4682 1%
FT Nor-Union 80:00 00:00 0o.00i00:00

Cenral Office Managers v

@ Dashboard Regular ot PTBET PTBT OT

72:00 32.00/40:00 72:00 3200/4000 00:00 00:00/00:00 00:00 00:00/00:00 00:00

Salary 72:00
& Time Banks

2 Employee Requests
& Location Schedule
& Parking Lot

(4 My Calendar

[ Time Card V2

@ Help
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12 Grand total for OT will be listed here

Time Card  tome / Time card

Events [fov) B} February 15, 2026 - February 28, 202¢

E:Sa: Harris Total Paid % Premium Hours Warked Regular or PTET
Cenral Office Managers v FT Nor-Union 80:00 00:00 oo.00/00:00 72:00 32.00/40:00 72:00 32.00/40400 00:00 00:00/00:00 00:00 0a:00/00:00 00:00
@ Dachboard Regular oT PTET PTET OT
Salary 72:00

& Time Banks

A Employee Requests
& Location Schedule
& Parking Lot

4 My Calendar

& Time Card V2

@ Help

13  Grand total for paid absences will be here.

Welcome to Community LivingWindsor B & & [+ LogOw

2026 ~  2026022B(PP5)

B February 15, 2026 - February 28, 2026 &

Hours Worked Regulsr ot PTET PTBT OT Paid Absence Unpaid Banked @ N
72:00 32.00/40:00 7200 3z00/40:00 00:00 00:00/00:00 00:00 00:00/00:00 00:00 00-00/00:00 08:00 04:00/00:00 00:00 00:00/00:00 00:00
PTBT PTET OT Paid Absence N Premium
FT Vac/Hol 08:00

000«
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14  Click here to view the details of every shift on your time card.

Welcome o Community Living Windsor ' Ln ‘.T [ Log Out

2026 ~  20260228(PP5)

B February 15, 2026 - February 28, 2026 B

Hours Worked Regular or PTET PTET OT Paid Absence Unpaid Banked @ N
72:00 32:00/40:00 7200 3z00/40:00 00:00 00:00/00:00 00:00 00:00/00:00 00:00 00:00/00:00 08:00 04:00/00:00 00:00 00:00/00:00 00:00
PTBT PTBT OT Paid Absence Premium
FTVac/Hol 08:00

00

15  Click here to enter a note if you need to.

Welcome to Community LivingWindsor B & & [+ LogOw

2026 ~  2026022B(PP5)

B February 15, 2026 - February 28, 2026 &

Hours Worked Regulsr ot PTET PTBT OT Paid Absence Unpaid Banked @ N
72:00 32:00/40:00 7200 az00s40:00 00:00 00:00/00:00 00:00 00:00/00:00 00:00 00:00/00:00 0800 04:00/00:00 00:00 00:00/00:00 00:00
FTET FTET OT Paid Absence Premium
FT Vac/Hol 08:00
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16  Type your note in the popup and click submit

Add Note

Note

17  Click here if you wish to bank any time.

‘Welcome to Community Living Windsor o' &ll (.T [ LogOut

2026 ~  2026022B(PP5)

February 15, 2026 - February 28, 2026 &

Hours Worked Regulsr ot PTBT PTBT OT Paid Absence Unpaid Banked @ N
72:00 32:00/40:00 7200 az00s40:00 00:00 00:00/00:00 00:00 00:00/00:00 00:00 00:00/00:00 0800 04:00/00:00 00:00 00:00/00:00 00:00
FTET PTET OT Paid Absence Premium
FT Vac/Hol 08:00
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18  After selecting the time you want to bank, click Submit

*

[ Select All

Available Hours Multiplied Amount Increment ‘Amount te Bank Bank

Mo Data

19  If everything looks good, you can approve the time card by click the person icon

‘Welcome to Community Living Windsor o' &ll (.T [ Log Out

2026 ~  2026022B(PP5)

February 15, 2026 - February 28, 2026 &

‘ Hours Worked Regular or PTET PTET OT ‘ Paid Absence Unpaid

72:00 azoosen:00 72:00 azao/4000 00:00 00:00/00:00 00:00 00:00/00:00 00:00 02:00/00:00 03:00 04:00/00:00 00:00 00:00/00.00
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20 Click "Yes, approve it!" which will now send to your manager for approval.

Are You Sure?

You want to Approve this Time Card!

=
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