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Changing Time Zone Setting for Daylight Savings
**This is to be used for locations that do not observe Daylight Savings Time**
Daylight Saving Time (DST) will begin one month earlier in 2007 due to the Energy Policy Act of 2005. This is part of a concerted effort to conserve electricity and save hundreds of thousands of barrels of oil a year. The following are the new DST dates. 

• In 2007, Daylight saving time begins on March 11 and ends on Nov 4. 

• In 2008, Daylight saving time begins on March 9 and ends on Nov 2. 

• In 2009, Daylight saving time begins on March 8 and ends on Nov 1. 

For Companies, Locations, or Divisions that are located in an area that does not observe Daylight Savings Time, the Time Zone Offset for that Company, Location, Division or Departments will need to be changed because EasyChoice servers are set to observe Daylight Savings.  The following settings should be done at 2:01 AM for every date that Daylight Savings time changes.  Manually adjust any punches that fall between the time change and when the server offset is changed in EasyChoice.
The Hierarchy Manager section is where the organizational levels are stored.  Using the Level drop-down list, you will be able to select the different Companies, Locations, Divisions or Departments that will need to be changed.
Note:  If you have only one Company set up and all the divisions, locations and/or departments that fall under it are in the same time zone, you will only need to change it for the main Company, not for each separate division, location and department.

Steps to Change Time Zone Settings

1. Click on the Configurations Tab

2. Click on User Preferences

3. Click on Hierarchy Manager

4. Select the appropriate Level from the drop-down list.
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5. Double-click the Company, Division, Department or Location to change the off set time.
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6. Select from the Time Zone Offset the number of hours that the Company, Location, Division or Department is behind Eastern Standard Time.  The server 
7. where the EasyChoice Time and Attendance application is housed is located in New Jersey.  
For example:  if your location is Arizona, the time zone offset would be set at -3 during Daylight Savings Time.  When Daylight Savings Time ends, locations in Arizona will need to change their time zone offset to be -2.
8. Click the Save & Close button.  Unless you have only one Company and all the divisions, locations and/or departments that fall under it are in the same time zone, then repeat these steps for any Company, Locations, Divisions or Departments that do not observe Daylight Savings Time.
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