
COSEC Time and Attendance 
If you make any changes to the shift configuration or shift schedules, and/or if the ‘Daily Attendance 
View’ for a user or users is not showing their shift and punch details then you will need to follow the 
process below to activate and apply to the relevant users. 
 

1. From the ‘Shifts and Schedules’ section, select ‘Process’ and ‘Monthly Schedule’ 

  

2. Select the current month, tick the ‘Overwrite Existing Schedule’ and ‘Select Users’ – ‘All’ 
  

3. Click process and it will apply the changes to all users 
  

4. Next, go to the “Time and Attendance’ section, select ‘Process’ and ‘Daily Attendance’ 
 

 
 

5. Select the dates for the current “payroll” month and also select ‘Reprocess Attendance 
Events’. Select ‘All’ users and process. 
NOTE: if you have made manual changes to a persons T&A, this will remove them, and you will 
need to re-add 



  
6. Then run the ‘Monthly Attendance’ for ‘All’ users 

 

 
 

7. The ‘Daily Attendance View’ will then show the time and attendance plus shift information for 
the users 
 

 
 


