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REE-Minders!




TIME AND ATTENDANCE 
· ALL T&A’S NEED TO BE VALIDATED AND CERTIFIED BY COB, TUESDAY.
· Employees / Timekeepers need to validate T&A’s by COB on Monday of T&A week.
· Supervisors need to certify T&A’s once the Timekeeper notifies them to do so, no later than COB, Tuesday.
· (NEW) Timekeepers need to check Wednesday AM to ensure that all T&A’s have been certified and that the new pay period is visible.  If not, please FOLLOW UP.
· For new employees, timekeepers must “takeover” the record and complete T&A.
· Timekeepers need to assign a Delegate in webTA in case they are unavailable.
· Supervisors need to assign a Delegate in webTA in case they are unavailable.
· If there is no T&A, NFC cannot generate pay, Okay?   
· We truly appreciate your efforts to make this process run smoothly.  
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