ME MORANDUM
Kathy Gallagher, Director

40 Douglas Drive, Martinez, CA 94553 - (925) 608-5000 - Fax (925) 313-9748 - www.ehsd.org

To: All Staff less CSB (Code 2) Date: June 22, 2020
From: Ecotime Administrators

Subject: Temporary Employee Hours in Ecotime

For those Temporary Employees who complete timesheets in Ecotime, please read the following
important information:

In Ecotime, please note that timesheets for Temporary Employees are blank. This means that hours
are not entered automatically as shown below in green. Similar to the Yellow Card process,
Temporary Employees only enter the hours worked onto the Ecotime timesheet.

If you find that hours have been auto-populated in your timesheet, please contact the Ecotime
Administrators as soon as possible. We will then remove the hours from appearing automatically
so you will only report the hours you work. If you have any questions, please contact the Ecotime
Administrators at ecotimehelp@ehsd.cccounty.us. Thank you.
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Mon | Tue | Wed | Thu Fri Sat | Sun | Week | Mon | Tue | Wed | Thu Fri Sat | Sun | Week | Mon | Tue | Wed | Thu Fri Sat | Sun | Week
Hours 08/15 | 06/16 | 0BT | 0BME | 0613 | DE/20 | D6/21 | Total | 06722 | 06/23 | 06/24 | 06/25 | 06/26 | 06127 | 06/28 | Total | 06/25 | 06/30 | OT/01 | OF/02 | 0703 | OT/04 | 0TI05 | Total Total

Worked 6.00 6.00 0.00 0.00 o.00

Exceptions 0.00 0.00 0.00 0.00
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Totals:
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