Manager Time & Attendance Edits
With SQL Time & Attendance Database 
Set a 1 in Biometric field on form PSTL1 to use on selected terminal
1. Sign on as Mgr and select [image: image1.png]
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2. Select the appropriate Time & Attendance Edit for your situation.
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3. Select Employee to edit from list. The list can be sorted by number by selecting [image: image4.png]EmpNbr




 at top of column and if selected again the list will reverse. An alphabetical sort can also be done for names by selecting [image: image5.png]ShortName



 from the top of that column.
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 to enter corrected time and select [image: image8.png]00’
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 date of edit (Current day circled in red)
5. When edit is correct select [image: image9.png]I Accept



 to save or if not correct select [image: image10.png]


 to change employee or select [image: image11.png]
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 to change the type of edit.

6. When finished select [image: image14.png]


 to return terminal to normal operation.
