@WorkForce Employees: View Your Calendar

The My Calendar window allows you to see a monthly
view of your schedule, holidays and timethat you have
requested off.

1. Loginandselect My Calendar from the Schedules
area on the dashboard.

Schedules

My Calendar

My Time Off

2. The My Calendar window appears, showing
scheduled work times, holidays, and approved and
pending time off.

July 2020 @lezend | prcColendar | | subscnve Toaey

® scneau e 0530 ® Scneduied 05:30

Sun 28 Mon 29 Tue 30 Sat4

3. Hover over the Legend iconabove the top right

corner of the calendar tosee a color-coded legend.
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Use the navigationarrows abovethe top rightcorner
of the calendar to view previous and upcoming
months. Or select Today to be directed backto the

current day.
= Today >

Select PrintCalendar atthe top right corner of the
calendar to print a hard copy of the calendar.

Print Calendar

Clicka scheduled time sliceto open a menu. The
menu shows the time type, inthis caseyour
scheduled time. You cannavigateto other areasin
UD WorkForce:

a. Time Off Request screen

b. Your timesheet
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For more information on the Time Entry window
see the Entering Time on Your Timesheet —
AFSCME 3472 Job Aid.
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