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Chapter 4.  Miscellaeous 
 

This Miscellaneous section allows us to print/view attendance list, 

letters of confirmation and letter of increment for staff  This option 

also provides notes for importing data into payroll. 

 

 

 

Print Attendance List: 
 

The first option in this Miscellaneous Section allows us to print the 

attendance list to mark attendance of employee. We double click on 

the Print Attendance List, a dialog box will pop up as below to 

allow us to select the line number and enter the title of the list: 
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As usual we can type in to select the range or just click the OK 

button to print/view all the information. The print out sample is 

shown as below: 
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Print Letter of Confirmation: 
 

The next option in this Miscellaneous Section allows us to print the 

letter of Confirmation/Increment for employee. We double click on 

the Print Letters, a dialog box will pop up as below to allow us to 

select the employee number and enter the dates of the letter: 

 

We can select the employee concerned, type the dates and the 

approving officer's name and position. These will be printed in the 

letter accordingly. Once we have typed all and click on the OK  

button, a letter can be printed out as shown in the next sample 

letter below: 
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