
Adjusting Timecard Views

Steps Screenshots

If you want to have a larger view of 

your timecard, use the maximize 

button on the top right, you can also 

click this same button to minimize 

afterwards. 

If there is time on your timecard that hasn’t appeared or if there is an exception on an empty 

cell you may need to adjust the widths of individual columns. 

Click on the line to the right of the 

name of the column, once highlighted 

drag it to the right to extend the width 

of the column

Once expanded you will be able to see 

the different contents of each cell, this 

works the same way for any cell you 

may see as empty

Purpose:

This job aid will help you adjust your view of the timecard. 


