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_____ Campus- Point out the department/building in reference to other buildings on campus.  Point out any other 

buildings and locations the employee may need to know.  A tour of the campus is encouraged. 
 
_____ Parking – Point out parking locations and Parking Services. 



_____ Reporting of Time and Attendance – Explain that all hours worked are reported via the web.  Please have 
your employee (s) complete the Web Time Entry tutorial at:     
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