
EDITING / DELETING TIME-CARD ENTRIES

Sometimes it may be necessary to Edit or Delete a Time  Card entry.  These notes set out to
explain how to do this

1. RECALL THE ENTRY BY:

Select

Enter Employee Clock/Name

Enter Date to retrieve record and Edit

Respond [NO]

POP-UP will appear, select the line to Edit or Delete



Confirm Screen  says “Editing Previous Items

2. FOLLOW THE PROMPTS ON THE RETRIEVED RECORD AND CHANGE DATA TO
EDIT ENTRY AS REQUIREDSUIT.

  On reaching the prompt for the Task, these buttons will appear, including the buttom
[DELETE] to delete the line being Edited

3. DELETE the line using the button if so required

-end-


