IV.  Weekly View

The Weekly View page provides a summary of all entries entered into the system for the calendar week (inclusive of the selected date).  The expand feature is used to control which days are listed in detail.  The collapse feature is used to summarize data for selected days on one line.  You may add, edit, and delete activities/leave from this screen.  (See Figure 29).

The Weekly View screen cannot be directly accessed from the Home Page.  You must first access the Daily View screen by clicking on the calendar.  Once there, users can view the Weekly View screen by clicking Weekly View tab.

· Next to your name, you’ll see the calendar week indicated.

· Underneath the selected week, you’ll see the individual days of the selected week (Sunday through Saturday) on the left side of the screen.

· Under the heading of “Daily Total,” you can see the total number of hours of activity and/or leave captured for each day.  

· Next to the daily totals, you can see two links, “Charge existing RPAs” and “Charge New for (date)”  Clicking either link allows you to charge and/or edit entries (activity or leave) for the days selected.

· Clicking the Refresh button allows you to view any updates to your Weekly View screen without leaving the window.
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The Weekly View page offers a collapsible layout that allows you to view all activities/leave entered for a specific day/date. 

· To view the list, click the expand button (the button with a  +  in it), next to the day of the week.  You’ll see a drop-down list of key activities/leave for that day.
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After the list has expanded, the button will show a  “-”  sign in it.  



Figure 29.  Weekly View screen
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TIP

To the left and right of the week that is displayed on the Weekly View screen, you will see a left-facing arrow (◄) and a right-facing arrow (►)

Clicking the ◄ symbol will move you to the previous week. Clicking the ► symbol will move you to the following week.

A. Adding Key Activity Information 

· You can charge new activities to uncaptured RPAs for a given day by clicking the link, Charge New for (Date) or to captured RPAs for a given day by clicking the Charge Existing RPAs link.  See Figure 29.

· Click on the Charge New for (Date) link and you will see the Charge New Key Activity (UIC)/Leave –UIC Mode popup window.  See Figure 9.

· Follow the guidance contained in Daily View, Charging Time and Activities to Uncaptured RPAs, Section IIIB(1) to add time and key activities to uncaptured RPAs.

· Follow the guidance contained in Daily View, Charging Time and Activities to Non-RPA Related Actions, Section IIIB(2) to add time and key activities to non-RPA related actions.

· Clicking on the Charge Existing RPAs link will take you to the Charge new Key Activity for existing RPAs (Last 30 days) popup window (refer to Figure 14).  Follow the guidance contained in Section IIIB(3a) to charge time and activities against previously captured RPAs.

· Clicking on the plus sign (+) to the right of each listed RPA shown for a selected day will take you to the Charge New Activity for RPA # ( number ) popup window.  See Figure 15c.  Follow the guidance contained in Section IIB (3b) to charge time and activities against previously captured RPAs for a specific day.

B. Adding Leave

· You can charge new leave entries for a given day by clicking the link, Charge New for (Date).  See Figure 29.  You will then see the Charge New Key Activity (UIC) / Leave – UIC Mode popup window.  See Figure 16.  Follow the guidance contained in Section III, paragraph C, Adding Leave Information to add leave for a given day/date or to use the “Enable Span” option.
C. Editing a Key Activity 

· You can edit activity entries from the Weekly View screen by first expanding the requested day and then clicking on the specific activity you would like to edit.  After expanding the day and selecting the activity you want to edit, refer to Section III, paragraph D, Editing a Key Activity section.
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D.  Editing Leave

· You can edit leave entries from the Weekly View screen by first expanding the requested day and then clicking on the specific leave entry that you would like to edit.  After expanding the day and selecting the entry that you want to edit, refer to Section III, paragraph E, Editing Leave.

E.  Deleting Activity / Leave

· To delete individual activity and/or leave entries from the Weekly View screen, expand the requested day first.  Then click on the box(es) to the right of each entry.  After you do so, a check mark will appear.  Below the list of activities and leave entries, there is a delete symbol (X).  Clicking this symbol will give you the option of continuing with your request, or canceling your request.  If you choose to process your request, you will permanently delete all entries selected. 

· To delete all activity and/or leave entries for a given day, expand the requested day first.  Then click on the Select All box.  All entries for the selected day will be checked.  Next to this option, you will find a delete symbol (X).  Clicking this symbol will give you the option of continuing with your request, or canceling your request.  If you choose to process your request, you will permanently delete all entries selected.  See Figure 30.

· For additional guidance on deleting some or all activity and/or leave entries for a selected day, refer to Section III, paragraph F, Deleting a Key Activity/Leave.



Figure 30.  Deleting Activity/Leave entries from the Weekly View screen
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