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Accel Time Reporting

Using the Web &  Phone
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Entering Time

ÂYou can enter time using web or phone 
(Interchangeable). (Ex: Monday use web, 
Tues use phone)

ÂTime entry is done at the end of your 
shift. 30 min before shift ends is earliest 
you can report time. 24 hrs to report time.
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Entries for the Next Week

Â Training -

�± Customer 9000 (Training customer)

�± Always use task code 9000 when doing training at Options 
main office.

Â Customer Specific Training (shadowing)
�± �1�H�W�Z�R�U�N���$�G�P�L�Q�����¶�V��
�± Network 1 Admin �±316   Network 2 Admin -326

�± Network 3 Admin �±336   Network 4 Admin �±346

�± Network 5 Admin �±1117 Network 6 Admin - 1119

�± Task Code 9004 �±Customer specific training

�± Put in Comments which customer you were with


