Deleting time entries in Nako

To delete clockings for a specific employee you can navigate to my data and then click on the
clockings button.
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When the time entry screen opens you can click on the specific employee that you want to edit.
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Jay Court
1]'I]'I]'I]'3 Philip Penning
00004 Theunis Coetzee
00005 Anton Labuschange
00006 Theao Penning
00007 Dean Hasset
00008 Matthew Bamard
00009 Sunja van Straaten
00010 Matthew Mac Hattie
00011 Rolene De Wit

The employee’s data will now appear in the centre of the screen. The data is specified by the date
period chosen. You can change the period using the “from” and “to” date selectors.
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o |:| Wednesday, August 12,2015 To: [ - | Wednesday, August 19,2015 +
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After changing the dates you will have to press the refresh button for the clocking system to show
you the correct data.

e Fiefresh

You should now be able to see the person’s clockings for the chosen period.

2015/08/12 - Wednesday

8:00 IN Added by Master Open }
2015/812-Wed 700 OUT | Added by Master Open TIF Standard (TIF Standard Shift mon-fri)
2015/08/13 - Thursday
8:00 IN Added by Master COpen }
2015/8/13-Thu 1700 OUT | Added by Master T TIP Standard (TIP Standard Shift mon-fn)

2015/08/14 - Fnday

2:00 IN Added by Master Cpen
1700 |OUT | Added by Master Cpen

2015/8/14-F

TIP Standard (TIP Standard Shift mon-fn)




If you want to delete entries, right click on the specific date. The editing menu will then appear.
<= Add Basic
L Add Advanced

A  Edit

F7 Comments
®  Delete 3

& Change Type »
() Force Shift

Add Leave

Re-calculate 3

If you go to delete you should get four more option.

In Entry
Out Entry
Both Entries

Wy 5 [l 1w

All on day

* In entry: This option will delete the in entry of the paired entries that you right clicked on.

* Out entry: This option will delete the out entry of the paired entries that you right clicked on.
* Both Entries: This will delete the paired entries that you right clicked on.

* All on day: The option will delete everything that falls underneath that day.

Please be careful to delete entries. There aren’t an undo button. If you accidently delete
something you will have to add it again and that will form part of your audit trail.



