Editing & Deleting Time

1. Go to Hours > Individual Hours.
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2. Choose the employee you wish to adjust hours for.
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3. Right click the segment and select Edit or Delete from the drop-down menu.
Alternatively, you may click Manage > Edit/Delete from the menu above the
time segments.
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Editing
- Fill in the new information for: Date In, Time In, Date Out, Time Out,
Position and Note (Optional). Click Save when finished.

Edit Segment

Segment Length: 0:15
[ Individual is clocked in

U Time sheet entry Timein | 9/6/2022 g 10:45AM |©

[J Edit actual time
Timeout 9/6/2022 g§ 11:00AM D

(] Missed in punch

Break type = << NONE => v
[ Missed out punch
Position 99999 - Test Position - Analy v
CostCode DEFAULT w ‘ Select |
Rate  0.00 - -
** Be sure to enter time inf/out
Hote in 15-minute increments**




Deleting

- When asked if you are sure, select Ok.

? Are you sure you want to delete the selected segment(s)?
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