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Overview 
Overview Below outlines the steps taken by the Supervisor and Manager to add the 

missing time stamp of the In and Out Punches that an employee worked on a 
particular shift.   
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1. On the Exceptions Widget, select the relevant time period. 
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2. Select the employee with missed punch/es. 

 
 

3. Click Go To . 

4. Select Timecards. 
5. The red box indicates missed punch. 

 

 

 

 

 

 

Note:  Place the cursor over the red box to display the type of exception. 

 

6. Enter start time and/or end time on the cell with missed punch. 

7. If applicable, right-click on the cell where there is an exception and click  to 
add remarks to explain or add information for the exception. In the Comment pop up 
window, select applicable comment from the dropdown list and enter a note by 

clicking . Then, click  to save the comment. 
 

Note: The comment icon  will be displayed in the cell. Place the cursor over the 
comment icon to view the remarks/comments. 
 

8. Click . 
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