Helpful TIPS to Keep in Mind When Filling Out Time Study Sheets 
1. Each drop down box on the Time Study home page represents 15 minutes of your day.  You may record up to 8 hours total (depending on the length of your work day).
2. To avoid losing your work on the electronic time study sheets, click the submit button frequently.  On the time study sheet submit=save!
3. Changes can be made to your time study only until the submission deadline date.  This date can be found in the upper right hand column on the Time Study page. 
4. All of the time study activity codes correlate with a number or number/letter sequence.  On the electronic version you can click each code for a more detailed description. 
5. If letter “A” is part of an activity code symbol than the option is primarily focused on educational administrative activities
6. If the letter “B” is a part of an activity code’s symbol than the option is focused on “health related” administrative activities.  
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