~WEEKLY SLDCADA TIP~
This week’s tip is about Function Key shortcuts
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Have you had your tip today?

SLDCADA has been designed to be used with function key shortcuts that allow timekeepers to process timesheets more efficiently. The function keys are located at the top of the keyboard and are labeled F1 through F12. The second page of this tip includes a keyboard template that you can use with SLDCADA.
The following function keys can be used with SLDCADA and are listed with their corresponding functions:

The F2 function key 
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 adds a new row in the Labor, Time & Attendance window.

The F3 function key [image: image3.bmp] returns the focus to the first record displayed in the Labor, Time & Attendance window.

The F4 function key [image: image4.bmp] returns the focus to the last record displayed in the Labor, Time & Attendance window.

The F5 function key [image: image5.bmp] deletes the current record in focus in the Labor, Time & Attendance window.

The F6 function key [image: image6.png]


 inserts a new row above (before) the active row in the Labor, Time & Attendance window.

The F7 function key [image: image7.bmp] returns the focus to the prior record displayed in the Labor, Time & Attendance window.

The F8 function key [image: image8.bmp] returns the focus to the next record displayed in the Labor, Time & Attendance window.

The F9 function key [image: image9.png]


 saves the current record and moves the focus to the next person.

The F11 function key [image: image10.png]


 allows you to flag the person you are focused on as “skipped” and move the focus to the next person in the list. A yellow triangle appears to the right of the person’s record indicating that the record has been skipped. To remove the ‘skipped’ indicator, press the F9 function key.

The F12 function key [image: image11.png]


 allows you to toggle back and forth between Time & Attendance and Clocks windows.
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