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Please submit your time each week before Sunday at midnight.

Go to https://prowand.pro-unlimited.com and
enter your username and password.

If you have more than one assignment, select
the appropriate requisition from the list by
clicking on Select. If you only have one
assignment, there is no need to click on
Select.

Select Time from the Type drop-down menu.

Select the Date Range from the drop-down
menu. (If the date range you need does not
appear, enter any date from the desired date
range into the Date Other field.)

Click on Submit.

For each day worked, enter your time in and
out, selecting the Type of Labor or Lunch.
Click on Add New to add a line for each time
type. Remember to enter your lunch time in
and out. In the event that you did not take a
lunch break, click on the No Lunch Break
Taken checkbox.

Once you have entered your time for relevant
days within the week, scroll down to the
bottom of the screen and click on Save.

The next screen will summarize your entry.
The Billing Line # will appear. To edit your
time, click on the link, or click on the Edit
button at the bottom of the screen. If your time
is accurate, click on Done.

Your manager will be notified via email to log
into WAND to approve your pending time.
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Home YourSource FTime & Expense * Reporting

- Standard Role Wednesday April 15, 2009

Yiew: Add Time & Expense

To enter time a enses, please

Pending Time & Expense ¥ select from a requisition listed below

Mo information is available for the selected category Req# Select
fob Tithe

Manager
Statur

Req#: 3161080

Type: Time v
Date Range: | 04/13/2009 - 04/13/2 %
=View All Requisitichs

Date Other: |

In the News

Day/Date Notes Status Notes Status

Thursday Pending
04/16/2009

0 Mo Lunch

Start End Type
Break Taken

2 v| oo v |aM v 1z | |00 (¥ |[PM ¥ | |Labor ¥ Delets
Default

4.00 Total Hrs

Ma Lunch

Stant End Tyne DBreak Taken

] £ 00 % [am 12 @ o0 (W PM & Labor % Delete
1z |w| |00 »| [Pm w| |1 | [o0 v [PM %] |Lunch v Delete
1 v oo ] [pm | [z | [o0 v [pm %] [Laber v Delete

Default

5.00 Total Hrs

1 certify that the timecard submitted is an accurate record of the time worked,

If you need to edit your
timecard, click on the link.

= Billing Item

The Billing Item has been successfully subpifaed
Billing Line#: 110263773

Total Hours : 40.00 ‘

Need assistance? Contact the WAND Helpdesk at (888) 368-9141.
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