HEMS One: How to Review Documented Hours

Documented Hours can be found in several places in HEMS One. For an individual user,
Documented hours will be shown on the left side of the Dashboard.

To view labor hours on the Dashboard, expand the Total Documented Hours header by
clicking on the title (1). Click on the Labor Hour Report to see Total Document Hours for the
last four weeks (2).
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Another way to view the documented labor hours report is to use the My Hours Report icon
in the upper right. Clicking on the My Hours Reporticon will open the Labor Hour report and
show data for however many weeks are specified.
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Use the drop-down list at the top of the report to determine how many weeks to view at one
time (1). To see detail of the documented time, click on the Hours Worked hyperlink for a
specific day (2).
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Labor Hours for - navneeta@eq2.com

Report Description: This report shows the number of hours employee worked in st 4 weeks versus houl
scheduled to work (according to shift information).

Employee ADMIN (navneeta@eq2.com)

Date Day of Week Shift Hours Hours Worked Difference
5/13/2025 Tuesday 7.00 0.00 (7.00)
5/12/2025 Monday 7.00 1.08 (5.92)
5/11/2025 Sunday 0.00 0.00 0.00
5/10/2025 Saturday 0.00 0.00 0.00
5/9/2025 Friday 7.00 0.15 (6.85)
5/8/2025 Thursday 7.00 0.00 (7.00)
5/7/2025 Wednesday 0.00 0.00 0.00
5/6/2025 Tuesday 7.00 0.00 (7.00)
5/5/2025 Monday 7.00 0.00 (7.00)
5/4/2025 Sunday 0.00 0.00 0.00
5/3/2025 Saturday 0.00 0.00 0.00
5/2/2025 Friday 7.00 2.00 (5.00)
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