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Quick Guide: Bell Icon - My Mailbox

Overview: The MyTime Mailbox contains the My To Do Items tab and the My Notifications tab. These tabs contain

information based on your role within the system. The My To Do Items tab lists task for supervisors and the My
Notifications tab contains system generated payroll messaging for all employees.

Access My Mailbox via the bell icon o

My Notifications Tab
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Timesheets submitted
to Supervisor

Leave Notifications When generated **

My Mailbox: My To Do Items
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