
Adding a Line  
 

Click on the day you would like to enter as vacation 

 

 

 

 



Adding a Line  
 

                                                                                                        Click on                Then click on “Add Row” from drop down menu 

 

 

 

 



Adding a Line  
 

Will add a blank row below the date you want to add vacation to

 

 

 



Adding a Line  
 

Click on Pay code column and a green + shows up 

 

 

 

 



Adding a Line  
 

Scroll down on drop down menu and pick what you want to use for your time off, vacation etc…

 

 



Adding a Line  
 

Then enter hours                                                      Then click save 

 


