Moving Holidays in Time Cards - a thread
Desktop

This guide walks through how to move holidays within the time card.
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Click "Manager View"
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Once you've logged in, you'll need to navigate to Manager View.
Click the user name in the upper left corner.
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4  Thenyou're in the Manager View and Click "Time"
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6  Click the desired employee
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7 Click the holiday hour record
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9 Click the "Start Time" date field, and select the date the holiday should move to
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10 Click the "End Time" date field, and select the same date
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11 Click "Save"
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12 Click "Show Results"
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13 There will now be 2 holidays showing in the time card



14  Click the original holiday again and select the edit icon
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16  Click "Show Results"
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Q Quick Test payGroup: Bi-weekly Hourly: #e#%.8¢ Work Location: Sah Lake Gity, UT Department: 3 - Dept 3 Client: RP
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There will now be a 0.00 hour holiday on the original date and the new holiday will
have the Holiday earning
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