Edit Time Schedules
(Also Creates New Time & Attendance Records in SQL db)
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  from the Options #1 menu to open
[image: image2.png]7234 | [RICK

Select JOB to Apply

9004 [ System Admin

Segment 1 Segment 2
TdNbr [ ShorfNeme | JobNbr o oN  OFF E ON  OFF  TME | DayTime
83388 RON 8338 |
7777 DAVID kil Men | i 5 _ _ L
7234 RICK 00007 |Tue |0 0 r [ 0 r
7137 GORDO 7187
7183 JOSEH 7183 Wed |0 LI = ° L =
6171 RENE 0000 me [0 [0 ¢ O =
6170 Amendo 6170
6167 EDUARDO 0000 Fio|0 ° K 0 L =
6163 Ron 0000 se [0 [0 - o o r
6161 Marco 0000
615 LUIS 0000.. W [ | Sum |0 0 0 L =
[T
Toblibr | Description PN Syvtem Acmin English NOT_Enforce Bionetrics for T_A.
3001 Cocktal Server.. |
4001 Bartender Tobhbrl Speith
8001  Table Server
9001 Shift Manager TobNbr2 RICK AT SERRA
zggi gzi::“;z:g - D SocialSecuritylbr  Employee Long Name
A0 Surorn f A — ]
< L‘» Tobbbed

—— " | Papctmwer

ity Jobs Accept I





2. Find new employee that you would like add from list or employee that you wish to edit and then select. Employee number and name will appear at top left of screen.
3. Select primary Job Number from list on left and then select top JobNbr button to set. Job number and primary job type will show under name at top left of screen. 

4. Not required but if desired edit the schedule for selected employee. 

5. Select language for prompts, English or Spanish. (default is English)

6. Add SSN and Payroll ID Number if desired (Not Required)
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 to save new record or changes to SQL db    
8. Repeat steps 2-7 for another employee or [image: image4.png]


 to quit                                                       .  
Note: lists can be sorted by selecting description bar at top of list
 To make it easier to find specific employee or job.
New employees will now be able to sign-in
