SHARE

Time Reporting User Preferences
Viewing the TRC Descriptions
Choosing the appropriate Time Reporting Code (TRC) when entering exceptions is difficult because the default TRC dropdown setting shows a code followed by the description. Often the description is too long to see. Problem: In the window below, find PRSNA, PRSNL, PRSNT: which do you use? 
You Can Change This
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Solution: Change the dropdown box to show the description first and then the TRC code.

1. Click Self Service.
2. In the Time Reporting Area, click User Preferences.  

You will see the Time Reporting Preferences screen.

3. Click the dropdown box next to TRC Code or Description.
4. Choose Display TRC Description/TRC.
5. Click Save.     


.


  Now you can see the entire description followed by the TRC code = easier to choose the 

  appropriate TRC.
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