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Introduction to KPME Time and Attendance 
 

What is KPME Time?  
KPME Time provides a 24/7 electronic timekeeping system to record hours worked, hours in pay status, and 
absent Time in an easy-to-use, always accessible, web-based interface. It handles multiple jobs, pay types, and 
pay cycles based on employees active appointments in your department.  It also calculates all special rates of pay 
such as overtime, shift differential, premium, and holiday pay. 
 
In addition, the system provides approval routing based on jobs so your designated approvers can view and 
approve employee timesheets online. 
 

Why is it used?  
The primary purposes of the timekeeping system are: 

 Elimination of paper-based, departmental, or outsourced systems 
 Provide for appropriate approval routing based on jobs and labor distribution 
 Provide for consistent application of an department’s policy as well as state and federal labor laws 
 Provide for easy auditing of records and reports 

 
Timekeeping data can also be used to generate relevant reports that are useful for tasks such as labor budgeting.  
 

Who uses it?  
 Employees use the system to record the hours they work. The system supports hourly and flat-rate 

employees which allow it to handle uncommon pay conditions.   Employees also use KPME Time to 
record leave balance usage such as days off when sick or on vacation. 

 Approvers use KPME Time to review, modify, and approve the hours their employees have recorded.  
They can also view the rules (lunch deduction, shift rules, etc.) set up for their department . 

 Reviewers are KPME Time users who have the same ‘view and edit’ timesheet options as Approvers but 
are unable to approve timesheets. 

 Department Administrators are able to access the administrative functions in KPME Time allowing them 
to create Work Areas, add approvers for approval routing, and change the rules in their department. 

 System Managers are able to access all timesheets, administrative and system functions and provide 
support to answer questions or assist users.  

 View Only users are granted access to view, but not modify, timesheets for a given department. 
 

When is it used?  
KPME Time is available 24 hours, 7 days a week, and 365 days a year for employees to record hours worked and 
for approvers to process timesheet approvals. 
 

How does it work?  
KPME Time is a web-based application and can be accessed from any network-connected device with a web 
browser. Employees will log into the KPME Time central portal which provides access to timesheets for either 
clock entry or manual entry of hours worked. 
 
A department must first create Work Areas in KPME Time to control the Approval Routing of the timesheet and to 
set up Assignments that the employee uses to record work hours.  KPME Time also allows for further definition 
of Work Areas called Tasks. Tasks are optional sub-divisions of Work Areas and allow departments to keep track 
of the hours an employee works on a particular project.  
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 Leave Accrual:  Administrators can use this tab to verify an employee’s leave balances and ensure their 
usage is correct. 

 Admin: They have edit mode for only the department-level maintenance and rules pages so they can 
define attributes associated with employees, work areas, and departments.  

 Person Info:  Available to all users. Displays job, assignment and role information for each of the 
employee’s job records. 

 Help: Displays information to help employees, approvers and reviewers use the system. 
 
System Manager tabs include: 

 Clock: Administrators can use this tab to clock an employee out if they missed their last clock out. 
 Time Detail: Administrators can use this tab to enter time block adjustments to an employee’s timesheet. 
 Leave Accrual:  Administrators can use this tab to verify an employee’s leave balances and ensure their 

usage is correct. 
 Admin: They can access all the system maintenance and rules pages and define attributes associated 

with employees, work areas, departments and system-level settings.  
 Batch Job: Administrators use this tab to run various batch jobs and system reports. 
 Person Info:  Available to all users. Displays job, assignment and role information for each of the 

employee’s job records. 
 Help: Displays information to help employees, approvers and reviewers use the system. 

 
If you have more than one role in KPME Time you will see all the appropriate tabs for each role. 
 

Employee Options 
This section provides a description of the timesheet used in KPME Time, including the navigational options.  In 
addition, it describes the two methods used to record work or leave hours, and explains how to use the timesheet 
to record hours, distribute work hours and report missed clock punches. 
 

Timesheets 
Every employee in KPME Time has one timesheet for each pay period.  Pay periods can be set up to fit 
departmental needs, such as weekly, biweekly, or bimonthly.  Each FSLA (Fair Labor Standards Act) period meets 
the standard for overtime hours, overtime pay and collected unpaid overtime.  Each timesheet represents a 
document in the Kuali Rice/Workflow system—a routing and approval engine used to manage who can view and 
take actions on a particular timesheet.    
 

Timesheet Creation 
Employees with active KPME Time assignments during the pay period will have timesheets created automatically 
the Friday before the next pay period begins, or when the batch job is scheduled.  The batch job can be run nightly.    
  
If an employee is missing a timesheet, one may need to be created by the System Manager who can use the 
timesheet Create maintenance document to do so.  Please contact your Department Administrator or System 
Manager and include the employee’s Principal ID number in the request.   
  

Clock Entry vs. Manual Entry 
There are two methods an employee may use to record regular hours:  
 

1. Clock Entry is used when capturing exact in and out times. After logging in, the timesheet opens on the 
Clock Tab. This tab includes a clock section with a dropdown list of active Clock Assignments, and one 
selects the appropriate assignment to clock in or out.  Clock buttons that may be visible here include 
Clock In or Clock Out, Missed Punch and Distribute Time Blocks. 

 
Only assignments where you must clock in and out will show up in the Clock Assignment dropdown. If 
you also have Manual Entry assignments you will need to click on the Time Detail tab to manually enter 
those work hours (see Manual Entry below). 

 
2. Manual Entry is used when clocking is not required, and the hours worked are recorded by entering 

blocks of time manually into the timesheet. After logging in, the timesheet opens on the Time Detail tab. 
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You can also add an attachment, such as a Word, Excel or email file to a note: 
1. In the 'Attachment' field just below the Note textbox, click the Browse... button.   
2. This opens the 'Choose File to Upload' dialog box, where you select the name of a file to upload and click 

Open.   
3. Verify the Attachment field shows the selected file is ready to upload, then click Save.  The title of the file 

you attached will appear next to a download link. 
 
If you click the download link, it allows you or others, such as your timesheet Approver to view the 
attached file.  

 
Use the Edit or Delete buttons to modify a note, or to remove an existing note that you added. 

 
 

Viewing the Route Log 
Click on the Route Log section to open that section and view the approval routing for your timesheet. 

 
Leave Accrual tab 
If you qualify for leave, then you will have the Leave Accrual tab on your timesheet. 
 
The leave balances displayed come directly from your HR or Payroll system, and will be updated according to 
your department’s schedule. 
 
Since leave balances usually lag since they are computed after the end of the previous pay period, your balances 
may not reflect your current totals, and do not update based on usage recorded on the timesheet. 
 
You will receive a warning on your timesheet if you attempt to use more than your available balance.  Check with 
your supervisor to find out your department’s rules about going into negative balances. 
 
Person Info tab 
Every timesheet includes the Person Info tab.  If you open that tab, it will show you details about your person, jobs 
and roles. 
 
The “Your Person Details” section shows your employee name and employee Id number.   
 
The “Your Jobs” section is a reference tool that shows you what Jobs and Time Assignments you have, including 
your Organization, Work Area or Task and the name of your Approver. 
 
The “Your Roles” section is a reference tool that shows if you have any approver or administrative roles. 
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Approver Options 
This section discusses the key tasks that Approvers can perform in the KPME Time system, such as approving 
timesheets, entering/modifying Time Blocks, reviewing missed clock punches, adding Notes to a timesheet, or 
viewing Route Logs.   
 

Approving Missed Punches 
An employee who missed a clock action will submit a Missed Punch document to add the missed punch to their 
timesheet and to inform you (the Approver) of that missed clock action.   
 
The Missed Punch document will route to your Workflow Action List, where you can approve the document. 
 

Correcting Employee Time Blocks or Leave Hours 
To correct Time Blocks or Leave Hours on an employee’s timesheet, follow these steps:  
  

1. Log in to KPME Time and go to your Approvals tab. 
2. Select the Department you need from the Department dropdown. That displays a list of employees for 

your work area(s).  
3. Find the timesheet of the employee you need to correct and click on its Document Id. 
4. This opens the timesheet on the employee’s Time Detail tab, where you can add, modify or delete Time 

blocks or leave hours. 
a. To modify a Time block or a block of leave hours, click on that block, change the appropriate 

values and click Add. 
b. To add a Time block or a block of leave hours, click on a day, and complete the fields on the ‘Add 

Time Blocks’ screen and click Add. 
c. To delete a Time block or a block of leave hours, click on the red X in the right corner of the 

block. 
2. Click Return in the header to return to your Approvals tab. 

 

Approving Timesheets 
At the end of each pay period, Approvers must approve the timesheets for the employees in the Work Areas that 
they supervise.  When Approvers approve timesheets, they verify that the hours worked are correct and recorded 
for the correct assignment.   
 

Employee Submission 
Employees click on the Submit button to route their timesheets, and they can continue to enter edits on them up 
until they are approved by their supervisor.   After this approval, the employee may no longer make any changes 
to their timesheet. 
 

Approver and/or Processor Approvals  
Timesheets route from the employee to the Approver using Workflow.  A department can also set up a second 
level of approval using the Processor role. 
 
When you log into the system as an Approver, you will see the Approvals tab.  Here you can see all of the 
employees you supervise.  The status of the approval is shown for each timesheet as is a summary of worked 
hours for each employee.   
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iii. To delete a Time block or a block of leave hours, click on the red X in the right corner of 
the block. 

b. When finished, click Return in the header to return to your Approvals tab.   
c. Repeat this step (step 4) for each timesheet you need to adjust. 

5. To mark a timesheet in your action list for approval click the “Select” box for that timesheet.  You can 
select more than once timesheet in your Action List to approve. 

6. To mark all timesheets in your Action List for approval, use the select “all” checkbox at the top of the 
‘Select’ column.  

6. To take the approval action, click the “Approve” button at the bottom of the Action List.   This completes 
the approval and removes all selected timesheets from your Action List, and updates the ‘Status’ field to 
show “F” for final. 

 
When finished approving your timesheets you can logout. 

 
Timesheets Not Ready for Approval  
Some timesheets may have problems that prevent them from being approved. In this case, the Approver should 
make needed corrections to the timesheet before approving it.  For some departments this is the only approval, 
and it verifies that it is okay to pay employees for the hours worked, and the timesheet becomes Final.  
 
Timesheets with problems will not appear with an approval button in the Action column (the column will be blank). 
These timesheets must be individually opened and corrected before approval can occur.  
 
Approvers will be unable to approve timesheets with the following problems:  
 
Overlapping Time blocks: Time blocks which include the same hours.  
   
Hours charged to an invalid assignment:  This means hours were charged to an assignment that was later 
deleted or end-dated on a prior date. A warning message will be displayed when viewing a timesheet with invalid 
Time blocks. To correct this problem simply open the timesheet, and make any needed corrections to the 
employee’s hours or assignment.  
 
Expected Hours not met: Appointed staff employees have a number of expected hours that must be accounted 
for each week. For example, a full-Time Biweekly employee must account for 40 hours, while a half-Time 
Biweekly employee needs to account for 20.    
  

Automated Approvals  
KPME Time will automatically approve an unapproved timesheet at designated Times if the timesheet is deemed 
“ready to approve.” Timesheets are deemed “ready to approve” if they meet all the approval conditions required 
for Approver approval.  
  
Please note that the automated approval process is not to be used in lieu of Approvers reviewing and correcting 
timesheets. It is a fail-safe measure designed to ensure that employees are paid promptly if a problem keeps an 
Approver from completing their approvals.  
  
Adding a Note to Employee Timesheets 
Approvers can add a Note to an employee’s timesheet, and view any other notes already entered on the 
timesheet.  
 
Please go to the topic heading entitled, “Adding a Note” under the employee section of this manual for detailed 
steps on how to add a Note or how to attach a file as an Attachment within a Note. 

 
Checking the Route Log  
The Route Log for a timesheet shows who has approved a timesheet and who still needs to approve it.  
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Rule Hierarchy  
KPME Time is flexible in that it allows you to apply different rules to different groups of employees. For instance, 
you might want most of your employees to clock in and out for lunch but perhaps there’s a group of employees for 
which this choice is impractical. You’d like to establish a general rule for all employees to clock in and out for 
lunch yet make an exception for this particular group. To support this flexibility, rules exist in a hierarchy—where 
rules that are more specific override rules that are more general. Understanding how this hierarchy functions 
makes it easier and more efficient for you to establish rules for your department.  
  
Most rules use the same basic criteria to identify whom a particular rule applies to. We can think of this 
information as being “identification criteria,” information that exists to tell KPME Time who to apply the rule to. 
Each rule also contains criteria that identify the rule itself—indicating employees must clock in and out for lunch 
for example. We can think of this as “rule criteria,” information that tells KPME Time what kind of rule limits to 
apply to the identified group.    
  
The identification criteria used, listed from most general to most specific, are: 
 
Department: The Department ID, such as PARK or BL-CHEM.  
  
Work Area: The ID number for a particular Work Area, and used to identify a group of employees within a 
department.  
  
Principal ID: The ID number that uniquely identifies a specific employee.   
  
Job Number: The identifying number for an employee’s job. Employees with multiple jobs will have multiple Job 
Numbers. You can only specify a Job Number if you have also specified an employee’s Principal ID.  
 
Rules established using more specific criteria override those using less specific criteria. Below is an example of 
different versions of the same rule using different identification criteria. The “%” symbol is a ‘wildcard’ symbol that 
is used in rules to indicate a selection of “ALL.” We’ve numbered the rules so they can be identified and discussed 
below. The rule criteria itself is unimportant to understanding the hierarchy, so the criteria has been abstracted to 
simple values of “X,” “Y,” or “Z.” 
 

Example #  Department ID  Work Area  Principal ID  Job Number  Rule Criteria 

1  BA-BKST  %  %  % X  

2  BA-BKST  0001  %  % Y  

3  BA-BKST  0001  0001234567  % Z  

 
Rule 1 indicates that all employees in the Department BA-BKST follow rule “X.” The “%” symbols in all the other 
identification criteria fields indicate that all Work Areas, employee IDs and associated employee records apply this 
version of the rule. If you want to establish one version of a rule for the entire department this is a simple way to 
do that.  
  
Rule 2 indicates that members of Work Area 0001 apply rule criteria “Y.” This means that all employees and all 
employee record numbers associated with Work Area 0001 are an exception to the general rule established in 
example 1. Employees in this Work Area will have rule “Y” applied instead.  
  
Rule 3 takes it one step further and says that a specific employee, identified by the employee ID number 
0001234567, needs a different version of this rule applied. All this employee’s jobs associated with BA-BKST 
Work Area 0001 will apply rule “Z.”  
  
It’s unlikely that many users will need the level of flexibility provided by employee Principal ID and employee Job 
Number. Most users will find being able to apply rules to the Department and Work Area level are sufficient for 
their needs. However, the flexibility exists to make rules specific to individuals and individual jobs if necessary.   
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Clock Location Rule  
Use this rule to specify that you want a particular group of employees to clock in and out from a specific location. 
To do this, you specify the IP Address of the computer on which you want these clock actions to occur. If clock 
actions are entered at other machines, this rule will generate warnings on the timesheet.  
 
Note: This rule does not apply to employees who manually add hours to their timesheet. 
 

1. On Admin tab, click on Clock Location Rule link. 
2. On the Clock Location Rule Lookup, enter your search criteria—Department ID, Work Area, Principal 

ID and employee Job Number. Other lookup parameters include Effective Date From and Effective 
Date To.  
Remember you can use the “%” symbol in the Work Area, Principal ID, and Job Number fields as a 
wildcard value to indicate “ALL.” 

3. Click Create New to add a new rule, or edit to modify an existing rule. 
4. Enter the document Description.   
5. Enter the Effective Date on which you wish this rule to take effect.  
6. Enter the Department Id for your department. 
7. Enter a specific Work Area (or enter % as a wildcard value to indicate “ALL.”) 
8. Enter a specific Principal ID (or enter % as a wildcard value to indicate “ALL.”)  
9. Enter the Job Number. 
10. Enter an “IP Address”—this is the IP address of the computer (or kiosk) that you wish this group of 

employees to clock in and out from.   
11. Leave “Active” box checked as the default value, unless you want to undo a rule. In that case, when 

you establish a new version of a rule, leave the “active” box unchecked.  
12. After you’ve completed your rule click “Submit.”    
13. Click “Close” to close out of document. 

 

Time Collection Rule  
Use this rule to establish how employees in your department will interact with KPME Time.  Will they clock in and 
out (Clock Entry) or will they record their Time directly on their timesheet (Manual Entry)?  Each department 
establishes its own rules concerning how employees should enter their Time.   
 

1. On Admin tab, click on Time Collection Rule link. 
2. On the Time Collection Rule Lookup, enter your search criteria—Department ID and Work Area. The 

Time Collection rule is the only current rule that allows only these two lookup parameters.  
Remember you can use the “%” symbol in the Work Area field as a wildcard value to indicate “ALL.” 

3. Click Create New to add a new rule, or edit to modify an existing rule. 
4. Enter the Description. 
5. Enter the Effective Date on which you wish this rule to take effect.  
6. Enter the Work Area (or enter % as a wildcard value to indicate “ALL.”) 
7. To require employees to clock in and out, check the “Clock User” box.  For Manual Entry employees, 

leave this box blank. 
8. (Optional) if you want to allow a Clock Entry employee to distribute their hours among multiple 

assignments, check the “Hr Distribution” box. 
9. Leave the “Active” box checked as the default value, unless you want to undo a rule. In that case, 

when you establish a new version of a rule, leave the “active” box unchecked.  
10. After you’ve completed your rule click “Submit.”    
11. Click “Close” to close out of document. 

 

Department Lunch Deduction Rule  
Use this rule for employees who clock in and out to determine the automatic deduction for their lunch breaks.   
  
Default Lunch Deduction:  You can establish a default amount of lunch Time that is automatically deducted from 
the employee’s work shift once they have worked the “defined” number of shift hours.  
  
Note: This rule does not apply to employees who manually add hours to their timesheet. 
 

1. On Admin tab, click on Department Lunch Rule link. 
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2. On the Department Lunch Rule Lookup, enter your search criteria—Department ID, Work Area, 
Principal ID and employee Job Number.  
Remember you can use the “%” symbol in the Work Area field as a wildcard value to indicate “ALL.” 

3. Click Create New to add a new rule, or edit to modify an existing rule. 
4. Enter the Description. 
5. Enter the Effective Date on which you wish this rule to take effect. 
6. Enter the Work Area. 
7. Enter the Principal ID.  
8. Enter the Job Number. 
9. Enter the number of Lunch Deduction Minutes (usually 30 or 60). 
10. Enter the number of Shift Hours worked before a lunch is deducted. 
11. Leave “Active” box checked as the default value, unless you want to undo a rule. In that case, when 

you establish a new version of a rule, leave the “active” box unchecked. 
12. After you’ve completed your rule click “Submit.” 
13. Click “Close” to close out of document. 

 

Administrative Activities 
Department Administrators can use the Work Area Maintenance option to create new Work Areas and Tasks 
and manage approver roles by Work Area.  
 
Work Areas are used to divide a Department into groups based on Approvers. Employee Time Assignments are 
associated with a Work Area. Approvers are also assigned by work area, therefore the work area drives routing 
for employee timesheets. Each Work Area can have one or more Approvers assigned to it.  
 
Tasks are optional sub-divisions of Work Areas. Assignments in KPME Time can associate employees with a 
Work Area and with that Work Area’s Tasks. Tasks allow departments to use increased tracking capabilities 
within a Work Area; for example, keeping track of the hours worked for a particular project. 
 
 

Work Area Maintenance   
Use this option to view, create or modify the Work Areas and Tasks that will exist for your Department.  You can 
also establish the Approver and Reviewer roles to review/approve timesheets for those Work Areas.   
 
 

Viewing a Work Area  
 
To view the details for a Work Area: 
 

1. On Admin tab, click on WorkArea Maintenance link. 
2. On the Work Area Maintenance Lookup, enter your search criteria—Department ID, Work Area, 

Description, Effective Date From or Effective Date To.  Remember you can use the “%” symbol in the 
fields as a wildcard value to indicate “ALL.”  Click Search to find any existing rules. 

3. In the search results, click view to view the details for that Work Area.  
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4. Modify the appropriate fields in the ‘Work Area Maintenance’ sub-section.  Be sure to enter a document 
Description and to check the Effective Date.  Leave “Active” box checked as the default value, unless you 
want to “inactivate” this Work Area. 

5. You can add or modify Tasks for this Work Area: 
a. To add a New Task, go to the blank fields at the top left of the ‘Tasks’ sub-section and enter 

values in all required fields, then click Add. (The system will then assign a new Task number.) 
b. To modify an existing Task, change the appropriate fields for that Task under the ‘New’ section 

on the right side of the ‘Tasks’ sub-section.  (To inactivate that Task, uncheck the ‘Active’ box.) 
6. In the ‘Roles’ sub-section, you can add new Approvers, or modify the role of existing Approvers for this 

Work Area: 
a. To add someone as an Approver, go to the New Task fields located at the top left of the ‘Roles’ 

section and enter values in all required fields, then click Add. 
b. To remove someone from the Approver role, you must inactivate that Role by unchecking the 

‘Active’ box (located under ‘New’ on the right side of the page). (The person removed will then 
show under the ‘Inactive Roles’ sub-section of the document.) 

7. When finished entering your changes on the work area document, click “Submit.” 
8. Click “Close” to close out of document. 

 

Inquiries 
KPME Time provides four Inquiry screens that are useful tools for looking at the Time Blocks recorded on a 
timesheet, the historical Time block entries on a timesheet, the clock transactions logged for an employee, or the 
missed clock punches for an employee.   
 

 Use the Time Block Inquiry lookup screen to view the recorded Time blocks present on a 
particular timesheet.   

 Use the Time Block History Inquiry lookup screen to view the history of Time blocks added, 
updated or deleted on a particular timesheet.   

 Use the Clock Log Inquiry lookup screen to view the real-Time clock transactions logged on a 
particular timesheet, including the IP Addresses where the transaction was clocked.   

 Use the Missed Punch Inquiry lookup screen to view any missed clock in’s or clock outs for an 
employee. 

Additional information about these inquiry pages is provided in other sections of this manual. Please see the 
topics entitled, “Time Block Inquiry, Time Block History Inquiry, Clock Log Inquiry and Missed Punch Inquiry.” 

 
 

Adding Employees to KPME Time 
This section explains the maintenance screens available to hire an employee into a Job, and to add, modify or 
remove an employee from a Time Assignment in KPME Time 
 

Hiring an Employee  
You can use the Job Maintenance document to hire an employee into an active job in the system. A single 
person may have multiple jobs and each job can have only one pay rate. Each job can have one or many 
assignments (work areas + tasks) for which they will be able to record their Time. Each job for a given employee 
is assigned a unique job number. Other attributes on the job maintenance page are used to determine which rules 
to apply. These attributes can be mapped to an existing payroll/HR system.  
 

1. On the Admin tab, under Administrative Activities, click on the Job link to open the Job Lookup page. 
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Modifying a Time Assignment 
You can use the Assignment maintenance document to modify the current Assignment for an employee. You 
can change the Work Area or Task, add or remove Accounts that fund the Assignment, or change the Percentage 
of each Account that funds it.  
 

1. On the Admin tab, click on the Assignment link. 
2. On the Assignment Lookup, enter your search criteria. In the search results, click edit to modify an 

existing Assignment 
3. Enter a document Description. 
4. You can modify the Work Area or a Task assigned under this Work Area: 

a. To modify the Work Area, go to ‘New’ on the right side of the ‘Assignment Maintenances’ sub-
section and select a New Work Area. 

b. To add or modify the Task assigned under the current Work Area, select a New Task number. 
c. Be sure to check the Effective Date, as that is the date when the Assignment will change on the 

employee’s timesheet.  
d. Leave “Active” box checked as the default value, unless you want to “inactivate” this Assignment. 

5. You can add or remove the Accounts funding this Assignment: 
a. To add a New Assignment Account, go to the blank fields at the top left of the ‘Assignment 

Account’ sub-section and enter values in all the required fields, then click Add. 
b. To remove an existing Account, uncheck the ‘Active’ box.  (That keeps it from being used to fund 

this assignment.) 
6. You can also reallocate your funding, and change the Percent for each Account (as long as ALL 

accounts total 100%). 
7. After you’ve completed modifying your Assignment document, click “Submit.” 
8. Click “Close” to close out of document. 

 
 

Removing a Time Assignment 
You can use the Assignment maintenance document to “inactivate” an employee’s Time Assignment and that 
will remove it from the employee’s timesheet. 
 
If you inactivate all Time Assignments for an employee, they are no longer in KPME Time and the system will not 
generate timesheets for them. 
 

1. On the Admin tab, click on the Assignment link. 
2. On the Assignment Lookup, enter your search criteria to find the Assignment you want to remove.  
3. In the search results, click edit to modify that Assignment.  This initiates a new Assignment maintenance 

document which shows the current assignment and funding information for that Assignment. 
4. Enter a document Description. 
5. Enter the Effective Date when you want this Assignment to no longer be active. 
6. Under the ‘Assignment Maintenance’ sub-section, uncheck the ‘Active’ box. 
7. Click “Submit” to submit the document.  
8. Click “Close” to close out of document. 


