RE-OPENING LINES OF TIIME CARD ENTRIES

To Edit Time Card entries, the line worked by the employee must be “open”. Remember, It is
feasible to selectively close of Time Card lines so that they are no longer seen as W.I.P (Work
in Progress), a process that could be used to control Staged Invoiced Jobs. Thus to Open
such lines that were deemed no longer W.I.P., the following steps should be adopted:

1. SELECT THE DATE RANGE (if applicable)
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4. REPORT WILL BE PRINTED / PREVIEWED:
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This will now allow you to Edit the Time Card Entry. Remember, you can also re-“CLOSE”
these lines using these same steps (by selecting “CLOSE”) once you have completed the

Edit.
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