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Opening Day Sheets
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Closing Day Sheets

«Single Left Click
on the date that
you want closed.
Single Left Click
on Finalize and a
pop up window
will appear.
Single Left Click
on Yes.
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«Select the date you
want the report ran

for. Single Left Click

on Report. Choose
your report.
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* Single Left Click
on Print.

Note: It is recommended to review

your day sheet reports before

finalizing.
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