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Overview 
Overview Below outlines the steps taken by the Supervisor and Manager to record an 

absence in uTIME when an employee is on leave.    
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1. On the Exceptions Widget, select the relevant time period. 
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2. Select the employee with Unexcused Absences. 

 

3. Click Go To . 
4. Select Timecards. 

5. The red mark  on the date indicates an exception. In this case, it is unexcused 
absence. 

 
 

6. On the Pay Code column of the date where there is an unexcused absence, select 
the applicable absence code from the list. 
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7. On the Amount column of the date where there is an unexcused absence, select 
applicable absence day.  
 

8. Click .  
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