Welcome to EWS (Employee Web Services)

https://ews.abilaonline.com/ews/

This is the screen you will initially see every time you log in to EWS.
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Entering Time Into Hourly Time Entry

Action Menu >> Time Entry
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Descrpion Approved

1. Verify Work Date is correct date you are entering your time for.
2. Use drop downs to enter Clocked In, Lunch from and to, and Clocked Out.
3. Click Clock Out.

Tips:
¢ Enter time to the nearest 15 minutes.
¢ “Lunch from...to” is only entered if you take an unpaid/non-working lunch period.
¢ “Total Hours Worked” calculates automatically and will deduct whatever is entered in “Lunch from...to".
e After you Clock Out, you can add a description by clicking in the “Description” box and then click “Save”
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View Timesheets

Action Menu >> View Timesheets
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e If a manager has approved a time entry, the row displays in green, the Approved check box is selected, and you can no
longer edit the time entry.

e If a manager has not yet approved a time entry, you can go back and change time entry information.

o If you need to change a time entry after a manager has approved it, you can send a message to the manager and ask

the manager to either edit your time entry or reject your time entry. If the manager rejects your time entry, you can
go back and edit your time entry.

Entering Leave into Leave Entry

Action Menu >> Leave Entry
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