How to Save the Timecard Adjustment Form as a Signature in Outlook

1. Highlight the text below.

Please fill in all the fields below & send this form to fspay@uw.edu.

Employee Name:

EID:

Work Date:

What Needs to Change:

(NOTE: Please include the Time Type, Work Order, Phase and hours OR Leave Code and hours,

whichever applies).
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Open Hyperlink

Right-click on the highlighted text and left-click on copy.

Copy Hyperlink

In Outlook, click on New E-mail.
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5. Click New and type Timecard Adjustment. Then click OK.
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6. Right-click in the text box and click Paste. Then press OK and you’re done.
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Next time you have a timecard adjustment choose New E-mail, click on Signature, and choose Timecard

Adjustment. Then just fill out the form to fspay@uw.edu and enter the subject (employee’s name and
timecard date). Hit send and you’re done.
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Please fill in all the fields below & send this form to fspay@uw.edu.

Employee Name: Sam Smith

EID: 888-888-888

Work Date: 3/16/16

What Needs to Change:

Change R: 8.5 hours on work order 000024 & phase 128 to R: 8 hours and OT: 0.5 hours on the same work order and phase number.

(NOTE: Please include the Time Type, Work Order, Phase and hours OR Leave Code and hours, whichever applies).




