III.  Daily View Screen

The Daily View tab allows you to charge, modify, or delete key activities and/or leave for selected days.  The system saves these entries and simultaneously populates the Weekly View and Time Sheet screens.  

A.  Basics

After clicking on a specific date on the calendar, your system automatically defaults to the Daily View screen for the selected day/date.  See Figure 7.  If you are viewing another screen, you may access the Daily View screen at any time by clicking on the Daily View tab.  Your system will display the Daily View screen for the date previously selected.

· Your name, day, month, date, and year appear on one line.  Also, all data (e.g., activity/leave, duration of time, type of time, UIC, and RPA number) that you entered for the selected date will be displayed.  See Figure 7. 

· If the day, month, date, and/or year appearing on your Daily View screen are not correct, you may select another date for the month displayed.  You may move backward or forward one month at a time by clicking the backward (◄) or forward (►) arrows on the calendar.  Refer to Figure 3.  You may move backward or forward one day at a time by clicking the backward (◄) or forward (►) arrow next to the Day, Month, Date, Year display.  See Figure 7.
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The “Daily Total” line indicates the total number of hours, paid or unpaid, that you have entered for a particular date.

Figure 7.  Daily View screen

7

· If there are no activity or leave entries entered for the date you selected, the message, “There are no records for this day” will appear on the Daily View screen. 

· To add an activity or add a leave entry, click the Charge New Activity / Leave link (which is to the right of the day, month, date, and year information).  See Figure 8.

· To add an activity to an existing RPA that you have already captured, click the Charge existing RPAs link.  See Figure 8.

· To view changes to the screen without leaving it, click on the refresh icon to update your screen.  See Figure 8.

Figure 8.  Daily View screen – additional links
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