~SLDCADA TIP~
Adding A New Line in Time & Attendance
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Have you had your tip today?

When you enter the Time & Attendance (T&A) window (Figure 1) of SLDCADA at the beginning of a pay period, a blank line is displayed. If a blank line fails to appear on the T&A window, in either week 1 or week 2, one of the following steps will create a blank line for you.
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Figure 1, Time & Attendance window

To add a blank line if it does not appear, click on the desired tab, either week 1 or week 2, and do one of the following:

1. Press the F2 function key [image: image3.png]


. This adds a new row in the Labor, Time & Attendance window,     OR
2. Press the F6 function key [image: image4.png]


. This inserts a new row above (before) the active row in the Labor, Time & Attendance window,     OR
3. Click on the Add icon ([image: image5.wmf]),     OR
4. Click on the Insert Icon ([image: image6.wmf]),     OR
5. Click Edit on the toolbar. When the dropdown menu is displayed, click on either Add or Insert (Figure 2).
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Figure 2, Edit Menu

SLDCADA TIP #20020724


