~WEEKLY SLDCADA TIP~
This week’s tip is about the [image: image1.png]


 function key
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Have you had your tip today?

Did you know you could use the F12 function key on your keyboard to toggle between week 1 and week 2 Time & Attendance tabs and Clocks tabs (if applicable) during T&A entry?

When entering time and attendance during week 2 (only) you can cycle from the Time & Attendance week 1 tab to the Time & Attendance week 2 tab by pressing the F12 function key instead of clicking the tab. If your site uses the Clocks tab, the F12 key will cycle through the Clocks tab as well. The F12 will not cycle through the Work Schedule tab. Reminder, the F12 key will not function until the current week is updated to week 2 of the pay period (typically after second Tuesday).

[image: image3.png]SLDCADA

HEIE
File Edt Labor Certfication Employee Reports Syshdmin Validation Batch Tooks Window Help
Haolr»E2 8% 4&E: > M3 '
Time & Attendance [_[OIx]

Kif |

SN Type Employestlame  Acty  SupuAson Shop WS TempSupy GUPF LATL _Cerfiied by,
[Fe7-5-4321 [¢ oA mosamE mosk 00010 [rzaeserass [1za4se7 5 EFOF]
Row of 1 Seatchecby: NAME = DANNA ROSANNE ROSANNA
7 Time & Attondance | - Cocks | - Tine & Aterdance. | = ks | orkScheie
2500 172500 12200 12200 | B pannus rosamne rosaa
P shop SShop  EnuMz WD TYHR Sun  Mon Tue Wed Thu Fri  Set Total
[fzeiser = A= e = Z-08[ 2.00] 2.0 2.00] 2.5 o
[fToese7 = A = = 3708 [ 5.00] 305 3-00[ 550 o
frezaeTaon [fToese7 = A = = 3708 [ 2.00] 505 3.0 e
frerreToon [fToese7 = A = = To g
o mmm  g[eeae o e To g
BET e B B o
Overtime/Comp Earne: 0100 Loave: [34.00 Regular: [36.00 [5000 6500 02 03 [o5- 06 o2 a6 [o5- 0a o000 | 41.00

Fowof6 This window contains data subject o the Privacy Act of 1874 Submit

Job Order Normber Dser sdsa

Mode: Updats ersion 21,200

2501 104720




When certifying time and attendance the F12 function key will cycle through the Time & Attendance tabs and Clocks tabs (if applicable). The F12 will not cycle through the Work Schedule tab.

Another function the F12 key will perform is in the Shift Assignment Maintenance window. The F12 function key will duplicate the first row of information through the rest of the days of week 1 and week 2. Pressing the F12 key once will copy the information from Sunday under Week 1 to the rest of the days for week 1 and week 2.

[image: image4.png]SLDCADA EIE
File Edt Labor Certfication Employee Reports Syshdmin Validation Batch Tooks Window Help
HSo|v »E2 8 8&E3 1 r3= &
Shift Assignment Maintenance [_[olx]
ot S acee Shift Time: Flox Time LunenTime |
Code  TYP® indicator Start stop start stop start Stop  (minutes)
L ;::Z‘:“ ey [r30  [eoo | [ T [roo [ias [ =
Mondey |70 [ieon | [ T [rroo [ [ =
Tuesday [o7:20  [resoo | T [reo  [iwe [ |
Wodnosday 720 [resoo | [ T [rroo [ [ =
Thursday [o7:30 oo | T [rroo [ [ =
Fridey |73 [ieon | [ T [rroo [ [ =
Soturday [o7:30 [0 | | T [rroo [ [ =
Week 2
Sundey o730 [1eon | [ T [roo [ias [ =
Monday [o7:30  [ieio0 | [ T [rroo [ [ =
Tucsday [o7e [reeool | T [rroo [ [ =
Wednesday [07:30  [resoo | T [rroo [ [ =
Thursday [o708| [ieeoo) | ] T [rroo [ [ =
Friday [o7:20  [resoo | T [rroo [ [ =
Soturday 0730 [1e0n | [ T [rroo [ [ =
Row o4
Ready lser sidsal  Mode: Update Mersion 21100 [326-01 13.44:26






SLDCADA TIP #092801


_1063189185.doc
[image: image1.png]






