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Jobs
Jobs Press any row to edit the job listing. You may add a new pay class to a job series by pressing the "Add To Series" button neX{o the job, prf/ided there are no
pending job listings on the job number. Press the "Applicants” count to view applicants and make a hire.
Placements
Eotiiie ind Tnk 4, 10 records Filter:
JobNo. PayCode Program Position Title Pay Status As of Date  Applicants Options
Timesheet
333 A4 FWS Reading Tutor 1 $1365 [closeolz] oerar2016 [JEY
333 A5 FWS Reading Tutor II $15.90 CLOSEDE] 05/23/2002 n
2569 A5 Employment Services Assistant III $15.90 CLOSEDE 05/12/200 n
Saowing % to 10 Z: 34 records 2 3 4 Next Last
\
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220® W2o04a Ay | aS8NR|S] GKAa® ¢KAA dadztte prd o068 2y GKS aly$S tayy 3a
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220 aSNASaod

. E | 3 b
: dzZyo SNJ I YR Libkemm 5
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es” button next to the job, provided there are no

Press any row to edit the job I|st1 = oo To
pending job listings on the job, |||| €r. Press the Appllcants count to view appllcants and make a h|re

show ECIIEY record-

. JobNo. rayCofc  Program Position Title Pay Status i i
Timeshers 333 FWS Reading Tutor I $13.65 [CLOSED[Z] 06/14/2016 n
333 A5 FWS Reading Tutor II $15.90 |CLOSED[+] 05/23/2002 n
2569 A5 UH Employment Services Assistant III $15.90 CLOSEDE 05/12/2005 n

\
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hyéétf):f 2z2o0a | NS AI?VSYG,DASVR 08 | dzyAljdzS 226 NSONﬁzAuYSYu 2NJ S90Sy 65 d
ydzYo SNJ I YR I-yAI-“é}zQ}\IAUSROLESJI %L]Q@f)\leéay‘ alyt &z 8eloffé$‘gﬂw’y\lsayrﬁlf amtuﬁqgg/@ﬁqauz:&mg
L& O2RS0O® 2KSYy (KSNB Kt Sffadzﬁfsua)Iazgf)aiK RGNS i@l ¥R SR F2 N2 ¥R
220 YQZYQSN.E Ad Oty ()SAN\E“@@I@REHR i K S| 82I6éé7§)ﬂ(£ﬂ\l&|@£®$§ﬂ_js}>/y|)\3éﬁ%/l§1]fl39%>éourﬁly|
2KSYy UKSNB | NB YdzZ oL S 6&B5¥a OLKH(I)/&IS@KIQM\B 2lyPSI 2 2&A st f22%S Y@ 15 8 HNIHR ¢ K5 Igfyff
YydzY o SNE (KSe& FT2N¥Y | 22@ 0XxSNB&2ea Ay (KS aSNJ\%eNQHUFSS|¥%/fsfg2@72)63¢lgmsur©

wW2oa Ay I 226 éSNJ\SﬁKIéM:eBzf |Ramsom5f2“ﬂsm2r<$y&£qfaja ;@;\lffaﬁr@\$gwg¥2|\|y;\ya
LJNEEINJSéé)\Q@g adzOK UKFd |y SYLX 28SNJ Oty LINRY2RS GSNByY G ljdzr t AUOFa2ya | N
2N R2gyaANI RS || A0dzRSY( o XNIWRaz0F dgf PRYWR aAi2dzMI2S 226 OYLISHYSS RNBIAa SR NB 2 DSy
GKNRdzZZK GKS KANARY3I LINPOSHAt NAYANB 22& SORBEIZYMBSSR A (D
KIFI@gS dzZLd 12 aS@Sy 2204z 2¢ySWHFE NDSBY DKOWLI By D MMlde DY ™
lT0® ! (G@8LAOIET ASNRSa )\ﬁ]f¢rﬂJ232aléé2f38uleM|\mE®3mE 0dKS
F2ft26Ay3 aASNARSayY f ¢AYSaKSS{i | LILINE @S NE&

Jobs -Tahb



==

¢2 ONBIGS | yS¢g 20 aryLXe LINBaa (K
Home JObS 0dzy 2y @  —— Create a New Job
Jobs Press any row to edit the job listing. You may add a new pay class to a job series by pressing the "Add To Series” button next to the job, provided there are no
pending job listings on the job number. Press the "Applicants” count to view applicants and make a hire.
Placements
Eotiiie ind Tnk show ECIIEY records
JobNo. PayCode Program Position Title
Timesheet
333 M FWS Reading Tutor I $1365 [cLosen[+] 06/142016  [JEJR
¢tKSaS odzg2ya OFly o6S dzaSIR :
adoYAl GKS 220¢ . SOlFdza$S| K¢
9YSNE 0S5 &adzNB (2 LISNA2RRAOL ¢
* denotes requjpet field {dzoYAUG odzy2y 2yfte 6KSy |AdG 7
Job Record (UH)
: . 2dz Oly 2008B @S0l i@yYS | RRIAa 2
Save Only /TzNyl-azy Fo2dzi GKS Faazf0al i
- 7 N ) - - N ~ N
General Information ¢KS UNBG &aGSLI Ay ONBEayla
Job Series/Number a2 dz2NOSKk Ol YLIza | YE Al a2y ®| ¢ K
Assigned when job is saved O2dzyi O2RSa akKz2dZ R 0SS d4asSR
Funding Source * 2 ? é é ¥ LJLJN\E @ S a l:l K S 220
B C2NJ SEIFYLX S> 2206a GHKI
\SYLJt 28883 dzaAaAy3 + aly2l] I O
Program aly2lF aStSOGSR a GKS TFldzy R
UH 0KS aly2l {9 2Y0S géArff |NSOD)
Status LG Aa LRRaaArofsS G2 KIGS
DRAFT SUBMITTED UNDER REVIEW HOLD OPEN CLOSED g2N)la U4 2yS Ol YLdzaZ odfu UF
Ol YLlza® LY 0KSasS aaddz a2y a:
Status Date - .
la GKS 220 YI1Sa Ada sglfe G
Status 0KS adlddza AG Aa Ay eAfff o
DRAFT v SUBMITTED UNDER REVIEW HOLD OPEN CLOSED <— OdzaaSR | tAgt S tFG§SNI A y 0 K7
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Job Classification / Duties

Position Title *
Primary Job Category *
Secondary Job Category

None

Classify Job As *
UH

Pay Class/Step & Amount *
A1-$9.75

General Confidentiality Notice (GCN) Required *
No

Qualifications Required *

3000 characters remaining
Narrative of Duties *

3000 characters remaining
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Desired Skills

CIMAC

"I Programming

" Word Processing
I Network Mgt
IWeb Design

[l Cashiering

("] Counseling

[l Drivers License
I Multilingual

Location / Schedule
Location
Island *
Campus *

If other, please specify

Work Schedule *

Hours per Week
Minimum *

Number of Openings *
0

No, for Promotions Only

1000 characters remaining

Maximum * <«

Open Job after Student Employment Approval *

CIPC

"1 Desktop Publishing
["| Spreadsheet
"I Database Mgt
"I Typing Keyboard
(1 ChildCare

[l Tutoring

[l Car
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Closing Date for Listing

Starting Date *
ASAP © Other (please specify)

Special Classification
None

Application Information
How to Apply *

Additional Information (to be shown to applicants)

3000 characters remaining
Internal Comments to Student Employment

3000 characters remaining
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links for more detailed information on each section below.

Section 1: Job/ Referral Contact Information (Supervisor)

Role Username

Primary Job/Referral Contact ~ idoe
Secondary Job/Referral Contact

Additional Job Contact

Section 2: SEWA and Placemeng Approval Information

Persons listed here will be requirfed to make SEWA / Placement 3

Role Username
Preparer
Supervisor jdoe

Additional Approval 1
Additional Approval 2
Fiscal Authority *

Backup Fiscal Authority

John Doe

Job Contact, Placement and Timesheet Approval Information

Enter the UH Username of each person who will need access to this job and/or its timesheets.
IMPORTANT: Updating this section affects a//jobs within the same job series. Press the "help”

Persons listed here will have access to view and manage jobs in this series. The designated
Supervisor will be included in the SEWA/Placement approvals in Section 2

Select Supervisor *

@

John Doe

Role Username

Section 1 Usernames
Supervisor
Supervisor

Supervisor

Section 2 Usernames

Business Office
Business Office
Business Office
Business Office
Business Office
Business Office

Business Office

Section 3: Timesheet Approvers (Supervising and Business Office Levels)

Persons listed here will be able to approve timesheets from the respective level they are
assigned. Only the Supervisor and the Fiscal Authority from Section 1 and 2 (above) are required.
Persons assigned here will have access to approve timesheets only.

Name
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Isece John Doe v |
Jobs Press anyxQw to edit the job listing. You may add a new pay™slgss to a job series by pressing the "Add T\{eries" button next to the job, pro\ided there are no
E— pending job liStkqgs on the job number. Press the "Applicants” cobmtto view applicants and make a hire.

show EEJIEY records

Forms and Info

JobNo. PayCode Program Position Title ray Status As of Date - Applicants Options
Timesheet

333 Ad FWS Reading Tutor I $13.65 |CLOSED[+| 06/14/2016 Add To Series

333 AS FWS Reading Tutor II $15.90 |CLOSED[~| 05/23/2002 n

2569 A5 UH Employment Services Assistant III $15.90 |CLOSED[+| 05/12/2005 n

Showing 1 to 10 of 34 records 2 3 4 Next Last
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I ¢KS RSUIAESR OASHs 27F |GKS
Open/C| Ose/EdIt JObS fA1S 6KIFIG @2dz 62dzf R §SS
220d ¢KS Yz2ald arayiaudryid
. 1L |SR 6St250
Job Record (UH) SR -
¢CKS {doYAG odg2y Fftdsa
e R
Jotk $Rbmi t anid oQdzgozsye gJAotbt
General Information g2dz 2 al 95 (KS OKlIy3Sa
Job Series/Number 220 NBaLISOsgSteo
333
Funding Source * ¢KS adlGdza KAIKEAIKIFR A
UH Manoa (KS OdNNBy( aibida 2% 0K
F LILINR OSR AU ogAff 0S $A0K
Program Gdzad ¢KS 2GKSN) adl GdzS4a
FWS iKS ONBloaz2y IyR I LLNHOSI ¢
Status
DRAFT SUBMITTED UNDER REVIEW HOLD OPEN CLOSED v ¢ Keques t Up dAa t'ﬁ at 6AK B 00 Bl?
€2dz 62dzZ R dzaS 02 NBIljdzSadu
Qualifications Required * Olefya 2Nl 5desa 2% |+ 880
Experience tutoring elementary-aged children preferred. Must be able to work a minimum of Ydzad 065 FLILNELINAIUGS {2 U
two days per week. Able to model standard English orally and in writing. Must be able to take Ydzdd 0S NB@GASESR I yR|FLL
initiative; able to develop positive rapport with children of varying ages, reading levels and 9YLX 28YSyld 2YOSo

backgrounds. Facilitate interaction with children to generate an interest in reading. Willingfiess

to follow directions and work cooperatively with school staff. Able to model behavior t
conducive to learning. Must be able to provide own transportation to school site.

Narrative of Duties *
Tutor elementary-aged children in reading comprehension,fluency and phoni
child's abilities in the areas of language arts. Implement appropriate materj
facilitate interest and proficiency in literacy. Maintain a log to monitor prggress and record
activities; confer with site supervisor in the appropriateness of materi
monthly email journals to program coordinator. Review child's pro

needed.
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Add to Job Series FUOKSNI GKFy
Ay ASNRSa
Adding a new job to a series will create a new job listing at a different pay class in the existing job RSNJ 2% UK
series. It will not re-open or add position counts to existing jobs in the series. Do you want to NI |', te ttsS
continue? SOua I¢tft
aSNRSa
2 KSy &2 dz AN & 200 dsgeByi esh2 dz
Open Job after Student Employment Approval * g izv ;J)N/‘E E;Ju EJEB g}é % g qDCLoRhAt q ueeC
Yes, Open and Advertise v g
2 KSy &2dz I NB dzLRI oy 3 |G KS
R . A I . t . LI & Oflaa 1SSLI AYy YAWYR A
ev e Wil ng pp | C a | O 0KS 220 2N gKSGKSNJ A{] Aa
2yteo ! aB2ARAASRMBER |t S
Applicants for Job 2569-A2 - Employment Services Assistant (trainee) 9YLX 2eYSYyU l1y2z296 OoKAOH 2L
Press a row to view more information about the applicant.
When you are ready to initiate a hire, press the "Hire" button on the row containing the desired applicant. \ 2 KS y e 2 dz ALp]l\fhﬂ éé’x;da@:rﬂ()g e 2ldz &
show ELJES records ééé I éONASy. fﬂée}/ﬂ Ht f
Name (Last, First, Middle) Date Applied
Dos, b 20 LF¥ 82dz 6AaK (G2 KANB FyS$
Ching, Jane 06/15/2016 Hired OKHSi 0ezg2y oAttt AyAsal 4GS
F2NJ GKFG addRSyido c2N) dza
Applicants for Job 2569-A3 - Employment Services Assistant I aeausyz NBFSNNI £ ydzyqSNA
G2 AYyAal (S KANBao®
You can download zipped archives of an individual student’s applied documents using the "Download" button, or all applicants’ documents with the "Downloay
All" button above.
Press a row to view more information about the applicant. L¥ e2dz asSi _ € dZNJ, ?% (? g 2 ¥
When you are ready to initiate a hire, press the "Hire" button on the row containing the desired applicant. % 2dz oAt fv é:l S § I uSEU f‘ 7,\\ ){1
. R2gyt2FR UKSANJI dzLJ 2F RSR
wrov M s de Fta2 R26yE2FR FEE kLK AG
Name (Last, First, Middle) Date Applied Document 3 i _ a,' ) N ?y. .
Doe, John 11/01/2016 Resume ol uOK o€ DB @ ﬁ(ﬂdﬁ_j ZQMKCIE
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Jobs {GSL) mY
Jobs Press any row to edit the job listing. You may add a new pay class to a job series by pressing the "Add To Series" button next to the job, provided there are no 4 < S~ 4 ~
T — pendingjyobIistings:)nthéjoblnllmglberijres)'lsthe"Applicgn¥5"coumtojviewalpplic);fnsar:dgmakeahire. I ’ LR t N\B aa A$)p I Uldé(ﬁgrﬂt)/s u 2 a
Forms and Info show [JIEY records rilter: | aildzRS )/ ua uKI G KIgs ¥
= JobNo. PayCode  Program Position Title Pay NEH As of Date  Applicants Options
mesiect 333 A4 WS Reading Tutor I $13.65 [CLOSED[Z] 06/14/2016
333 A5 FWS Reading Tutor IT $15.90 |CLOSED[+] 05/23/2002 “
2569 A5 UH Employment Services Assistant IIT $15.90 CLOSEDE 05/12/2005 n
Applicants for Job 2569-A3 - Employment Services Assistant I Download Al (zip)
You can download zipped archives of an individual student's applied documents using the "Download" button, or all applicants’ documents with the "Download
All" button above.
Press a row to view more information about the applicant.
When you are ready to initiate a hire, press the "Hire" button on the row containing the desired applicant. { S A
USLJ HY
show ELJJEA records Filter: t NB é é H2 ﬁ éZ@ ® g. 27 u K S
Name (Last, First, Middle) Date Applied Document Options | L] S L’] K S | Lw9 l:l NJ y- 3 Q
Doe, John 11/01/2016 Resume
{USL) oY
This hire will fill the last opening available on this job. If you would like the job to remain open after P A A , - -
processing this hire, please enter the number of additional openings you intend to fill below. L¥ uKS KA NB g 2dz R Ut
Additional openings available FT2NJ 0KS €202 dZ2 i &K
it I L w e A % A X ~
b e — €e2dz 02 SAUKSNI IIRR IR
1SSLI UKS 220 2LISY 2N
o2yl 2L8yAy3a I NB I
2F 2LISYyAYySabhyFReRND
92yt 2L SYNhyAddit NB2
AT é2dz gAdK 02 Of 2a
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Hire Student - Establish on UH Payroll { 0SLI nY
. CAff Ay GKS 1 ANB GNIXyal Osz2y |RS
Taradion Ssaien (KS RAGSNByY( |allsoia 2F GKS |dNI
Student Information LT &2dz 4SS GKAa YSaal3s ez2dz|vhe
Social Security Number 0dzi @2dz aK2dzZ R KI @S @2dzNJ addjRSY
© No SSN on file. Proceed with departmental approval. Have the student contact the 4/[]2 3SG GKSANI {{b 2y UfSo
appropriate SE office.
Name ¢CKS d@dzBEFANI LIKAOI T AYTF2NNI o2y
Doe, John OLtted _2dz Y& OKIydd HNR§ dSBERES
Street Address LX SIFasS 1SSLI Ay YAYR (KF QG @&ikSh IR
1234 Test Street gAff 0SS oKIG Aa tAAGSR KSNBO
City State Zip Code - —— — — -
Honolulu HI 96822 { St SOU UK SOMAdEIRYSYHKA LI AYF2NNI p2Y
Orol Sysz Itaz AyOftdwRS Ay (GKS |[ySE
Date of Birth
01/01/1990 ~ — —
Candar LT &2 d NJ Ol Y LJdza -ﬂ:$-vl\hmgm LI]JJNgESEiéNJ?ErSA/Z Ue
Male uK2ANJ\UEV5,Vﬂ)\ff YSSR 02 AYRAplyS K
U2 9NAUOlF a2y d !'ff |1 -AaEMRUSRBRE IR
Citizenship UStR Aavydé2 O1 SR (2
Please Select -]
, { St SO lﬁ(SYIaNJJ\dzRISfyuauludzadJ L)/jSN.y
Couniry (IFnoEtiS ) | dANBR G2 Lidzi { ANGEL Se AY3 ¥2 .4 IS Op |
4 form for No®resident Al i en|s
eVerificatig
Yes {86 (K& aldBROESYLIo2ya Fa RS§SNY
Single S P IRSFLHdZ G G2 nm CSRSNIf GFE SE|SYL]
' dzyt Saa (GKSe O2dzyd Fa I NBAARSY
Tax Exemptions 1392, Suppdl efnoernm aflorW Nodr eaddzdehnt
Federal State /yééﬁe G2 O2yiGl OG0 @&2dzNJ OF YLdza |{ 9
AGdRSYy( 6AaAKSE (2 OfFAY FRRAlp2y
Student is: DE AYCI}IBYSYU@ :FQNAJV:}Z?E{SN‘]t IYR F:
New Hire ] yS3al e dsS QI- f dza @ EERISSER YREAZ R YS
92yt GAUKK2Z2fRAY3IOD
HI RE Tr an27acti on



Student is: (™ ¥ x 5 & ¥ = -
: 1asS UKAa RNRLI R2¢9yY YSyYydz 02 AYR]
New e —=l_[kANB® LT 22dz 451804 NBKANB [ yR
FICA code a0SL) GKSe £SD Gz LXSI&aS tS|gs
Job Information ¢KS CL/! /2RSS OFly 06S RSGOSN¥Y[AYS)
OB limhe 92YYFHANB 6AGK GKS adGdRSyGo [Lyid:
2569-A3 FTNRY CL/ ! ®
Pay Class/Step & Amount
A31-$11.95 ¢KS tle /fraa FyR {dSL) NS |UES]
A0SLI LISNI 'ta ! pdyynod |y SYLf2é§
s S 68 KANBR G I KAIKSNI aGSL) of as
aBy ALISOAUO 2203 tA1S 6KSy  adR$
PositionTitle _ LR2aAe2y® ,2dz aK2dzZ R £ S @S ORYY:
Employment Services Assistant I 6 KS Yy 82dz 6AaK GKS aidzR$S y G Gk &
Qualifications
Able to work very well with the public (students, faculty, staff, other important tKAia a80o2y RAALIELIEAE GKS 226 A\
business clients); excellent communication skills. Able to operate computer (Word, A A SN X LR fL x arla a1
Excel, and Access) & a variety of web based database systems; work in busy office u KS KA '_\I‘B u NI yal Cez2y 6 I a 35S )f S NI
environment under minimal supervision; multi-task oriented. Customer-service UKS 220 Aa OKIFIYy3ISR fIl USNEXE U|KSNJI
oriented and a team player. Able to commit to job long-term and available to work 0KS a@ddRSWiHi28YSyiod 5desSa ' yR v
during breaks and summer. Willing to be a team player in a fast-paced, highly SRAGSR 0 GKAa adsSwLe /kKSO1 [iz2
interactive environment. Knowledge of the university's student employment policies as f A X A < - _ A _ -
well as the department’s policies and procedures FZNJ UKS OZNNBOU 2206 ydzZYosSNI|FyR
Duties - - — - - - —
Provide, in person and over the phone, general instruction to users of a web-based LYRAOIUS KSNB uKS tS@St 27F |[adzLJ
system (searching, data entry, records maintenance); disseminate a variety of GKSGKSNI 2N y23G GKS aiddzRSy i Ig AL

information regarding different department programs & services in-person, via

telephone, or email; provide general advising/consultation on related
policy/procedure; handles a variety of general office tasks; performs monthly
maintenance of student records; attends monthly staff meetings and occasional
training sessions; assist with the training of new staff members; other duties as
assigned. There are many opportunities for promotions within the department.

Supervision Received
Complete Supervision Required
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A Gener al Note on Search Screens
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Online Timesheet - Warning Icons

Tcon Description
uH Mlatks the hire date of a student.
< Matks the begimming/end dates of a student's appomtment penod.
o Criginal Tine modified by another user.
Ch+ Exceeds Bhr work day
220+ Exceeds 20hr worle week
Caos Exceeds 40hr work week
(Q20x Exceeds 20hr work week across multiple timesheets.
Qaox Exceeds 40hr work week across multiple timeshests
Caao+ Exceeds masx hours subtmittable in a single pay pertod.
B Matks a LATE timesheet that 12 past its due date.
o Matks a tinesheet that was submitted as a LATE adjustment on a subsequent tinesheet.
Qv Marks a tustorical tunesheet that had s time adjusted (+-) on a subsequent tinesheet.
4 Matks a tinesheet that containg a late'time adstment.
Matks an obzerved holiday
5 Matks a tinesheet with multiple accounts.
w Matks the effective date of a pay change (ex pay raise).
Matks the effective date of a pay change (ex. pay reduction).
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se c e student employment & cooperative education

University of Hawai’ i

JOBS/OTHER | PLACEMENTS/FORMS TIMESHEET

Online Timesheets - Options ®

NOTICE DETAILS
Turn OFF notification to my UH email? @hawaii.edu

Turn QN notification to my alternate email?

Sawve

Copyright @ 2002 MIS - University of Havwai'i

Contact Information for the Online Timesheet Application

BEEADME (before sending emadl):

o Although the Online Timesheet Application has been merged into the Student Emplowment
Application, each has its own help center.

® We have provided "Help" links throughout the Online Timesheet sections of the
applcation. Look for
@ when logged in as a Student or
@ when logged in as a Supervisor or Business Office.

® We also created " User Guides" for each role [STD, STUP, BO].
It 15 located on the timesheet tab's main page.

o These resourses are provided to help you and to mintmize the amount of trouble emails
sent.

2 DISTINCT EMATLS:
e timesheet-helpiglists.hawaii.edu
- TTze to send general function related questions.
ex. How do I create a LATE timesheet?

s timesheet-techi@lists. hawaii.edu
- TTze to send technical problemsiquestions to thiz address.
ex. I got an error page of "HTTP Status 500 - Internal Server Error™
What does this mean”?
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