
How to add a segment 
 

Go to Hours/Individual Hours 

 
Type in your employees last name/click on the employees name

 
 
This will bring in that employees time sheet. 
To add a day or segment missed, click on the +Add button 

 
In this box enter the date and time the employee missed.   
If the employee missed the whole day leave the 9am to 5pm, this is an 8 hour day without 
lunch. 
 
 



Click on the dropdown for the job code to pick from if it was any kind of leave. 

 
 
You will also see the employees full time position, if it is just missed time click on the position 

 
 
Click the save button and this will put the time on the time sheet 

 
Now you can approve the time on this screen once they are at 40 for the week. 


