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The personnel screen will appear at the record last viewed by the user.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Press <Find> to show list of all North Time Pro records. 
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	 Double click on the relevant employee record to open in personnel screen.

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3.	 Click on <Edit> and navigate to Employment in the Essential section 
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Right click on current employment record and then <amend>.
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4.	 	Add a date of termination and change employment status to leaver. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click <Ok>. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

	 Then click <Update>.
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