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e Right-click on the punch that you wish to change and select Edit Punch, or select the
Punch tab and click Edit.

Date: 06/ 28/2002
Time (hh:mm): d:01
Rounded Time: 062852002 §:00 GMT-0:4:00
Time Zone: | Eastern -
Override: |-—‘~N|:|r‘|e=~ -
a =Mone=
Cancel Deduction: In Punch
Exception: Qut Punch tion
Pew Shift
Comments: 30 min meal pent

¢ In the box that appears, select the new punch type from the Override drop-down box.
e Click OK.

e Select Action > Save.

Note: You may also double-click on the punch to be changed, or highlight the punch and
select Punch > Edit.
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