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HOW TO UDPATE OFF/REST DAY TO WORKING DAY

1. Goto E-Time Card -> E-Time Card Administration -> Time Card Record (Admin).

=s E-Time Card
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Time Card Record (Admin)

2. Goto 1 tab (A) [Time Card Record].
3. Select the (B) Date Range and (C) employee that you wish to update.

4. click o) T

API Attendance Process | Time Card Record ASummary Report Setting Attendance Reprocess Attendance Reprocess Setting Attendance Loading

D = 3 + .
Date Range: I 2020-03-01 [E) - 20200321 [E] B L Export
Department Select options & iE Altendance Summary (Location)

Supervisor Select options * & Export Attendance Summary {Location)
Job Level : Select options #

Employee: |51 3 selected ‘I C

List of Error: Select options #

Exclude Verified Error. <

Show Total Hours Per Employee (Export) :

5. Click on (A) Day type to choose [working day (WD)] and (B) shift hours.

6. Click (C)
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