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Module:  m/04/120  

‘timeware® adjustments...’ 
 

1. Click on the adjustment Quick Link, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 or select File, then Attendance, then Adjustments... from the menu. 
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2. The adjustment screen will then appear at the person and date from 

the previous session. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click <Find> and search for the person whose bookings you wish to 
view or amend. 
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4. The person’s bookings will then appear for the current period. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Jump to a different date by using the calendar control. 
 
 
 
 
 
 
 
 
 
 
 

6. Click on the ‘first/last swipe’ field to view/amend the actual bookings 
for the selected day. 
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7. From this screen, the user may add new bookings, amend or delete 

existing bookings, or simply override the total hours worked for the 
day. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
All amendments are audited by timeware®.  The       icon denotes a 
manual change. 

 
 
 
 

8. Click on <Update> to save and recalculate the changes, and then 
return to the adjustments screen.   

 
 
 
 
 

9. Finally, to leave the adjustments screen, click <Close>. 
 


