
 

Employee Time Detail (Spreadsheet Export) 
Reviewing comments and comment notes 

 

• Run Employee Time Detail (Spreadsheet Export)  
o For instructions on running a report look under ‘Reports’ section at https://hr.gwu.edu/trs-

instructions 
• Select ‘CommentNotes’ tab 
• You can record the latitude and Longitude from this page 

•  

 

 

Select 
‘CommentNotes’ tab 

Look under “Comment” and “Note 
“columns  
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