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STEP 1

Go to RecTrac

STEP 2

Click on Menu/ Wafye
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STEP 3

Tp"e Usger ManameAentU

STEP 4

Click on sger ManameAent
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STEP 5

Click on dFF

STEP 6

Create a sgernaAe

Create a username in line with the rest of the users in your department.
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STEP 7

Tp"e Null PaAe

STEP 8

Create waggLorF anF ConOrA waggLorF
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STEP 9

Sink sger Grou"

STEP 10

Click on wo" vut
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STEP 11

Click on mriFcell

STEP 12

Click on &elect
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STEP 13

Click on &a'e

Save and you are all done!
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