Amend, Certify and Submit Time Sheet for a Past Assignment

To amend, certify and submit a time report for an assignment in the past, log into Workforce at
https://sdsurf.wta-us8.wfs.cloud/workforce/SS0O.do

1. Onvyour Dashboard, in the Time Entry Box, Click on “View Past Assignments”
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2. Enter the date you want to view your assignment and click “View”
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3. This will bring up your time sheet applicable on that date. Click the “Amend” button
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4. Review existing time entries, edit or enter time for the period then click the “Save” button
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5. Click the “Submit” button
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6. Read the certification, check the checkbox to certify your time and click “Submit Time Sheet”
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time that I have worked during the designated pay period. Additionally, this time record reports all
overtime that I have worked, if any, during the designated pay pernod and that there is no other overtime
or any other hours that T have not reported. T understand that T am entitled to a rest period of 10
minutes net rest for each four hours of work or major fraction thereof and one duty free meal period (not
less than 30 minutes) whenaver T workad five or more hours, T cartify that T have taken all meal and rest
periods to which 1 was entitled, except when noted on this timesheet, I declare that the foregoing is true

and correct under penalty of perjury,
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7. Your supervisor will need to approve the amended timesheet in order to complete the process.
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