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This is used to transfer an entire block of hours, which is all the time between the In and
Out punches.

¢ Display the employee’s record and select the correct time period from the drop down
below the employee’s name.

e To change the Labor Level Account that the shift is charged to, click in the box under
the Transfer column for the appropriate day.

e The Select Transfer box will appear. Click on the Cost Center radio button. Enter the
four-digit number for the cost center. The cost center is a four-digit field, use
preceding zeroes if necessary. Highlight the cost center and it will be shown on the
right side of the transfer box.
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e Click OK.
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