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Please distribute this alert to any users within your agency who are responsible for time and attendance activity in SAP.
Importance of Checking Data When Entering Absences/Attendances Via ESS Time Sheet (OA-BSE Agency Temporary Services Only)
· Information regarding the importance of checking data when entering absences/attendances via ESS Time Sheet.
This alert is to serve as a reminder regarding Temporary Clerical Pool (TCP) employees and absence/attendance entries using ESS Time Sheet.  Users must select either Check Entries (select the More icon [image: image1.png]»



  to view the drop down menu to find this selection) or the Enter key on the keyboard BEFORE they select the Save icon. 
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If this sequence is not followed, users will receive a red error message (Budget Period for the Fund is not valid).  User can simply select the Enter key on the keyboard to clear the message.  
It is recommended that TCP employees be encouraged to view the ESS online employee training for complete information about ESS functionality.
Questions? 
If you have any questions regarding this alert, please submit a HR help desk ticket in the time category.  You may also call the HR Service Center, Agency Services & Operations Division at 877.242.6007, Option 2. 
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