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Overview 
Overview Below outlines the steps to generate all or specific exceptions and comments 

attached to the start or end of a shift, as well as the absences for each 
employee within the specified time period.   

Menu Path 
  

1. On the Manager Workspace, open the Quick Links widget 

. 
2. On the Quick Links widget, select Reports. 

3. On the Reports genie, click Select Reports tab  
4. Select Timecard  Exceptions 
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How to Run the Exceptions Report 
 

1. Select required group of employees to be included in the report 

. 

2. Select required time period . 

3. Select required absences . 
4. The Selected box displays all the exceptions that will be included in the report.  

Note: Select the exceptions that you want to exclude from the report and click  to 
transfer it into the Available box. 

5. Output format defaults to Adobe Acrobat Document.  

6. Click . 
 

Output Data 
 

1. On the Check Report Status tab, the following information will be displayed and the 
initial status is Waiting. 

• Report Name   
• Format 
• Date In 
• Date Done 

• Status 
• Output  
• User 

2. Click . 

3. Once the Status became Complete, highlight the report and click . 
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