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HOW TO CHANGE DAY SCHEDULE IN DAILY TIME 

RECORD(DTR) USING SHIFT POPUP? 

 
 
Go to Payroll Menu Bar > View then click Daily Time Record. 
 

 
 

 

 

DTR window will show, click Edit to modify the schedule per day. 
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In the DTR Details, double click Date or 1st/2nd Shift to show the DTR Pop-up. 
 

 
 
 
 
DTR - Shift Popup will appear. 
 

 
 
 
 
 

 

 

 NOTE: 

 

You can now change or input 
the new Shift In, Shift Out 
and Late Start After for the 
particular Day. 
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