Edit Time Schedules
Select Edit Time Schedules from the Options #1 menu to open
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1. Find employee that you would like to schedule from list and select. 
2. Select Job Number if required

3. Edit Schedule for selected employee
4. Select language for prompts, English or Spanish

5. Add SSN and Payroll ID Number if desired

6. Select Accept to save

7. Repeat steps 1-6 or Exit to quit

Note: list can be sorted by selecting description bar at top of list to make it easier to find specific employee.
To Print Schedule Select Labor Reports on Options #1 menu and select Schedule_Job Week then preview and/or print from file at top-left of page.
