D.  Editing a Key Activity
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1.  To change information that you’ve already entered for a key activity, click on the desired key activity under the “Activity/Leave” column on the Daily View screen. (See Figure 23).  An “Edit Key Activity (UIC Mode)” or “Edit Activity (RPA Mode)” pop up window for the date and activity selected will then appear (Figure 24).
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Figure 23.  Selecting an activity from the Daily View screen
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Figure 24.  Edit Key Activity pop-up window

2.  Edit the data that you previously entered by choosing new options from the drop-down menus.  Click the “Save” or “Cancel” button to keep or cancel your changes.  After you do so, you will return to the Daily View screen.

\
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E.  Editing Leave

1.  To change information that you’ve entered for leave, click on the leave entry that you want to edit on the Daily View screen.  An “Edit Leave” pop-up window will then appear (Figure 25).

2.  You can edit leave data by changing the Type of Time and/or Duration (Hour and/or Minutes) from the drop-down menus.

3. Click the “Save” button to keep your changes.  Click the “Cancel” button to discard your change(s).  Clicking either button will take you back to the Daily View screen.


Figure 25.  Edit Leave pop-up window
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F. Deleting a Key Activity / Leave

1. Deleting Individual Entries

a  From the “Daily View” screen, select the empty box(es) on the same line as the key activity/activities or leave that you want to delete (Figure 26).

b.  Click the “X” symbol next to the word, “Delete,” to process your request.

c.  A pop up window will appear and ask “Are you sure you want to permanently delete the selected records for this day” (Figure 27).

d.  Click the appropriate button (“OK” or “Cancel”).

e.  Clicking the “OK” button will update your screen.  Clicking the “Cancel” button will return you to the screen that appeared before using this option. Clicking either button will return you to the Daily View screen.




Figure 26.  Deleting individual entries


Figure 27.  Check for deleting entries
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2.  Deleting All Entries for a Given Day

a. If you want to delete all entries for a given day, click the “Select All” box on the bottom of the list of entries.  All entries for a given day will then be checked for deletion.  See Figure 28.

b. Follow Section III, paragraph F, step 1b-e to process your request.



Figure 28.  Using the Select All option for deleting all entries
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Select the Delete (X) function to delete the marked entries.
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Selected empty boxes next to activities to be deleted.


























Delete function





Save and Cancel buttons





Save and Cancel buttons








Activity/Leave column





From the Edit Key Activity pop up window, you may edit the Function, Key Activity, Type of Time, and/or Duration.





From the Edit Leave pop up window, you may edit the Type of Time and/or Duration.








Select All box.


Clicking this box will mark all entries for a given day for possible deletion.
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