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1. Click on the adjustment Quick Link,
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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.

Attendance A tments

EEX

Employee ID: 17 First name: Simon Last name: Kelley © Emplovee Info

@ December 2010 W)
Mor Tue Wed Thu Fri Sat Sun
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220 2 22 25 26
B &J 7 Opn. Bal. A¢ Taiget  Clo Rate 02
4 5 1Wed 01/12/2010 Eastern Group Flexi & 08:47..17:32 (2] 800 423 800 725 -348 800
@ D e e 1Thu  02/12/2010 Eastem Group Flexi . 03:08..17:30 (2] @ 37 -3:48 737 725 336 .37
1Fii 03/12/2010 Eastem Group Friday ... ... 09.08..17:00 (2] o7 -3.36 7.07 720 -3:49 707
18at Flexi Non Work Day 2 22.22.22.22(0) nn -3:49 0:00 0:00 -3:49
15un 0541 FlexiNonWork Day ... nR.7270 nn -3:49 0:00 0.00 343
1Mon  06/12/2010 Eastem Group Flexi [ 03:33..16:13 (2] 555 -3:43 555 725 519 555
1Tue 07/12/2010 Eastem Group Flexi i 09:16..16:42 (2] &4 519 6:41 725 £03 641
1Wed 08/12/2010 Eastem Group Flexi 03:14..18:02 (2] am 03 801 725 5:27 801
1Thu  09/12/2010 Eastem Group Flexi 08:46..17:50 (2] 819 5:27 819 725 433 819
1Fi 10/12/2010 Eastem Group Friday ... ... 08:58..17.34 (2] 5 433 751 720 402 751
18at Flexi Non Work Day 22222222 (0) 400 -4:02 000 000 -4:02 u
1 Sun Flexi Non Work Day 22.22.22.22(0) o -4:02 0:00 0:00 -4:02
1Mon  13/12/2010 Eastem Group Flexi Z 03:00..17:12 (2] 2 -4:02 727 725 -4:00 727
1Tue 14/12/2010 Eastemn Group Flexi [ 09:12..16:44 (2] 647 -4:00 6:47 725 -4:38 6:47
1Wed 15/12/2010 Eastem Group Flexi o 03:08..17:23 (2] 730 -4:38 730 725 -4:33 7:30
1Thu 16/12/2010 Eastern Group Flexi i 039.00...17:40 (2] 755 4:33 7:55 725 -4:03 7:55
1Fi 174122010 Eastem Group Friday ... .. 03:18..12:15 (2] 257 -4:03 257 720 403 257
15a 18 0 FlesiNonWork Day .. 2222.2272(0) fre} £03 000 000 403
15un  19/12/2010° FlesiNonWork Day ... 222, 2272(0) 27 403 000 000 403
1Mon  20/12/2010 Eastem Group Flexi P 09:29..17:30 (2] Z16 403 716 725 412 716
1Tin M AN C st Bomin Bl fa13 1742 : 248 12 745 298 e 748 E |
Fnd.. | Refesh | Preview. |  Close |
4 | 4 |Record 3 of 291 >

3. Click <Find> and search for the person whose bookings you wish to
view or amend.

Find... ] Refresh ‘ Preview. . l Cloze 1

Searchfor.  |nathan 4| 4
Search through: | First Name __]
Search type: I Contains __J

2|

ast Name ||Emplaye

| First Name

ENET |Price Price, Nathan .0 |Employe

Elizabeth McKenna McKenna, Elizabe  Employe:
Charlene M agil Magill, Charlene Employe:
Helen Dawson Dawson, Helen Employe:
William Doyle Doyle, William Employe:
Andrew Pearson Pearson, &ndrew  Employe:
Jennifer Parkinson Parkinson, Jenn Seconde
Mervyn Fleming Fleming, Mervyn  Employe:
John Patterson Patterson, John Employe: «,

Ll |
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4. The person’s bookings will then appear for the current period.

%]

Attendance Adjustments

Employee ID: 15 First name: Nathan Last name: Price © Emploves Info...
=
Mor Tue Wed Thu Fri Sat Sun
E 'Kl D
AR AR AR S AP 33l
s v e o a 166:24 132 16624 16250 506 000 16620
22 23 24 25 2% 21 28
2w 1 2 3 s Schedule e Total  Opn Bal. Accumula Target
7 1Mon 01/11/2010 Eastem Group Flesi .. 075318032 915 1:32 315 7.25 32 915
© Absence and Holdey Ke 1Tue  02/11/2010 Eastem Group Flesi 059.180212) 315 322 315 7.5 512 915
Absence andHORRV Y |1yt 03/11/2010 Eostem Growp Pl Sicknsss PaiDapIPL 0948 11-42(2) (0 153 512 1:53 7.5 020 153
1Thu  04/11/2010 EastemGroupFlesi .. B0 16430) 158 0:20 758 725 013 758
1Fi  05/11/2010 Eastemn Group Friday .. [ERAUSIUSSVSIEUIDEY) 27.72...77:27 (0) 720 013 7.20 720 013 720
1Sat  06/11/2010 FlexiNon'Work Day ... 222222000 2529 013 000 0.00 013
1Sun _ 07/11/2010_ FlesiNonWork Day nR2NMO nn 013 000 0:00 013
1Mon 08/11/2010 EastemGroupFlesi .. 07.59.16.42 2] 57 013 757 725 045 757
1Tue  09/11/2010 EastemGroupFlesi .. 07551747 (2 02 045 302 725 222 302
1wed 10/11/2010 EastemGroupFlesi .. 07.55.17.24 (2] 839 222 839 7.5 336 8:39
1Thu  11/11/2010 EastemGroupFlesi .. 03:25.1814(2) & 250 336 750 7.5 40 7.50
1Fi  12/11/2010 Eastemn Group Friday .. .. 08.02.16:25(2) (& 738 401 7:38 7.20 419 738
15at 131172010 FlesiNonWork Day o 7.1 nn 419 000 0:00 419
1Sun_ 141172010 FlesiNonWork Day .. nR.2NMO nn 413 000 0:00 419
TMon 15/11/2010 EastemGroupFlesi . 08.07.16:54(2) 802 413 802 7.5 456 802
1Tue  16/11/2010 Eastem GroupFlesi  Training (Full Day] 227270 5 456 725 725 456 7.5
1wed 17/11/2010 EastemGroupFlesi .. 07:56..17.03(2) 818 456 818 7.5 549 818
1Thu  18/11/2010 EastemGroupFlesi .. 08.05.17.42(4) ) 807 549 207 725 631 807
1Fi  19/11/2010 Eastem Group Friday .. .. 07.57..1533(2) O £48 631 648 7.20 559 6:48
15at  20/11/2010 FlexiNonWork Day 22222720 nn 559 000 000 559
1 Cin 911010 Clewi M bl D 2797 M m " EFa ann A £Ra L
o] i I &
Find... Refresh | Preview... Close
14 | « [Record 1 of 231 > M

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

| vember 2010
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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.

Attendance Adjustment Bookings

Employee ID: 15 First name: Nathan Last name: Price

Date selected: Fri 03 Dec 2010 A

Actuals for ‘Eastern Gloup Friday Schedule** Non: i ax Actual BUkags After Caculallun

001 Fi0312/2010  16:34 _Fnuanz/zuw 0300 Unallocazed

Add another set of bookings... 0801  Unallocated

Overide daily schedule.. [_IEmployee has manually ended this schedule. 08:01 Paid
[_IRemave from adjustment anomaly list. 16:3¢  Paid
16:3¢  Unallocated
1800 Unalocated
7:48 Overide...

Overtide..

>
g | >
Close Update

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.

Update \

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