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Purpose:  To outline the procedures for Time and Effort tracking for wage hourly employees at Edith Bowen Laboratory School. 
 
Overview:  Wage hourly employees at Edith Bowen Laboratory School use Aggie Time to track their hours worked in the week.  At the end of the payroll, the hours are submitted to payroll. 

Resources:

· USU Time and Effort Policy 582
· Banner/Evisions (Argos) www.banner.usu.edu
· Banner/Evisions/HR/Aggie Time/Aggie Time Hours Approved Dashboard

Procedure: To document the Time and Effort hours for wage hourly employees.

I. Running report
1. Go to banner.usu.edu  Argos
2. Select HR folder
3. Select Aggie Time Hours Approved Dashboard
4. This is not a date range so each payroll will need to be ran separately.
5. Put each payroll into an excel file. 
6. Format the file to show the employees being paid on a specific grant. 

