MSS: Editing Sheet Preferences Job Aid

The Preferences feature for Editing Sheets in Manager Self Service (MSS) can be used to adjust the information
displayed in the sheet. The Preferences button is displayed in the header of an employee time card page in MSS.

Abraham, Phil (Belleville Production Blue Line Line Lead Zone) / 250
Time Card Current Period Editing Sheet Adjustments Approve Print < Abraham, Phil = Preferences Service
Last Name First Name D Badge Pay Class Hourly Status Time Card Type Location Department
Abraham Phil 259 259 Full Time Ho.. Full Time Ho... Belleville Production
»
Timestamp Account Effective Description
812721 12:11pm [# ESSUSER 081272021 Transfer to Be-Whs-S/R-Inv-1 -1 -1 at 0812/21 12:12p
8/M12/21 9:27pm AODTECH 08/16/2021 Add trans 08/16/21 7:30a (Absent - Excused)
Schedules Punches
Date Hours Workgroups
Start End IN out
& 8 i ®
Va 9 il 8:30a 5:00p 824a (&) 5.08p Rg1 8:44 [ Belleville Production Blue Line Line Lead 82

If an employee uses an alternate editing sheet, such as a worksheet, allocation sheet, time sheet or task sheet,
click the editing sheet drop-down list and select the Editing Sheet option.
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Preferences for worksheets and allocation sheets are different from those available in standard editing
sheets, task sheets and time sheets. They are limited to selecting the first day of the week to be displayed in
the sheet.

Present as Weekly:

Default

Week Begins:

Sunday

Monday
Tuesday @
Wednesday
Thursday

Friday

Saturday

The preferences panel opens in the editing sheet page with a selection of check boxes to enable viewing options
in the time card.

= Abraham, Phil = Preferences Service
Time Card Type Location Department
Belleville Production

R-Inv-1-1 -1 at 08/12/21 12:12p

Bla (Absent - Excused)

Workgroups

- Workgroup Rendering

13

Hide Employee Assignments Header: []
Show Time Card Triggers: ]
by o — Show Incidents:
Show Latest Date First: O
Skip Future Dates: O
32 42 Bellevills
Skip Weekends: [l
Hide Notations: O
35| Belleville Compressed Layout: [}
Show Convenience Menus:
Bellevill
33 a2 eleviie Show Summaries Window: [
Belleville \
Hide Workgroup Details: O
Render Workgroups Vertically: O
Show Edits on Adjusted Day:
Distance Out of Range
Auto Lock On Approve Time Card:

Preferences panel
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Preference

Description

Hide Employee
Assignments Header

Employee name, ID, badge number, pay class, and hourly status are hidden when
this preference is enabled.

Abraham, Dorothy {Canton-Production-Green Line-Assembly-Zone)
Time Card Current Period Editing Sheet Adjustments Approve Print
Last Name First Name ID Badge Pay Class Hourly Statuy
Abraham Daorothy 328 328 Part Time Ho... Part Time Ho...
Timestamp Account Effective Description
8/12/21 9:27pm AODTECH 08/16/2021 Add trans 08/16/21 7:30a |
Schedules Punches
Date Hours
Start End IN ouTt
& 8 i ®

Show Time Card Triggers

Displays details about a time card trigger, such as a missing punch, in the time
card when this prefernce is enabled. Time card triggers are displayed in red text in
the time card.

Schedules Punches
Date Hours Workgroups
Start End IN out

Vs 16 i} 8:30a 5.00p 7308 | © (+ ] Rei 000 | (D) /

@  Missing Punch 08/16/21 A Missing Punch has been identified for Phil Abraham with 1 transaction on Aug 16 (7:30 am) 08/12/21 9:27p Active T?UEl

v 17 i 830a 500p ®
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Show Inactive Triggers When time card triggers are enabled, inactive triggers can also be enabled to
display in the time card. Inactive time card triggers are displayed in gray text in
the time card.

Schedules Punches
Date Hours Workgroups
Start End N out
@  Missing Punch 08/11/21 A Missing Punch has been identified for Isaac Allan with 1 transaction on Aug 11 (8:23 am) 08/12/21 11:41a Active:FALSE

Called off in time

4 12 & c
& 13 ] 8:30a 5:00p ®
7 14 [m c
@  Unauthorized Time Card 08/14/21 A Unauthorized Time Card has been identified for Isaac Allan with Time Card Approval 08/12/21 11:29a Active:FALSE
& 15 ] ©

Show Inactive Triggers is not available if Show Time Card Triggers is disabled.

Hide Employee Assignments Header:

Show Time Card Triggers:

Show Incidents Incidents that result in points added to an employee’s record are displayed with a
description and running point balance in the time card on the date they occur if
Show Incidents is enabled.

Schedules Punches
Date Hours
Start End N out
& | 8:30 17:00 530 re 230 g0 | @
£ i £ E ) RG1 : L1
: 23 13.00 - 17:00 =
& -1.00 PA Perfect Attendance Running Balance: 0.00 I
& | 8:30 17:00 %0 re 1= 00 | @
i ; 5 ® RG1 i L1
= 24 13:00 = 17:02 =
& i 8:30 17:00 528 e 17 7:45 T
T ; 5 ® RG1 L1
= 25 13:00 = 16:59 o
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Show Latest Date First This feature reverses the order of days displayed in the time card, beginning with
the last day of the pay period at the top of the time card display.

Schedules Punches
Date Hours
Start End IN ouT
& 21 i @
rd 20 i) 8:30a 5:00p ®
s 19 [\ ©
rd 18 i) 8:30a 5:00p )
Skip Future Dates When this feature is enabled, only the days up to and including the current day of
the pay period will be displayed in the time card.
Skip Weekends The feature prevents weekend days from being displayed in the time card when
enabled.
Schedules Punches
Date Hours
Start End IN ouT
& 12 i ©
& 13 i 8:30a 5:00p ®
& 16 i 8:30a 5:00p ]
7 17 | ©
Hide Notations If notes have been added to a schedule or messages have been sent on a

schedule date, they will appear beneath the day row in the time card. This feature
allows you to hide these notations when enbaled.

Schedules Punches
Date Hours
Start End IN ouT
& 9 i 8:30 5:00 8302 g >0% Rgz  ©:30
y i :30a 00p goop o Rg2 :

. Thank you for working this shift on short notice /
I

1 will change this punch to callback style 2

& 10 i ©
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Compressed Layout

Enabling the compressed layout will result is less space between day rows in the
time card. This allows you to see more days in the time card without having to

use the scroll bar.

Date

10
11

12
13
14

Schedules
Start End IN
8:30a
8:30a 5:00p
6:00p

Punches
ouT
®
- 5:09p
)] o

Thank you for working this shift on short notice.

| will change this punch to callback style 2

o) IEED

Called off in time

8:30a

5:00p

®

)

Show Convenience
Menus

Convenience menus let you adjust schedules and punches directly in the columns.

Schedules Punches
Date
Start End IN ouT
& 13| & 8:30a 5:00p ()
s 14| @ ®

If disabled, all adjustments must be performed using the pencil icon.

Schedules Punches
Date
Start End IN ouT
\‘ # 13 8:00a 4:30p
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Show Summaries
Window

If enabled this feature will allow the Summaries window to display over the time
card. The window’s size and placement on the screen can be adjusted. The
window can be closed using the ' button.

Schedules Punches
Date Hours Workgroups
Start End N ouTt
& g [
Ve 9 M 8:30a 5:00p Pay Desig Location, De ent, Line, Position
Thank you for working this | Sick Ann Arbor, Production, Green Line, Assembly
1 will change this punch to d Regular 2 Ann Arber, Production, Green Line. Assembly
& 10 @@ Totals
& 11
Called off in time
L3
4 12 M <)

Click the =7 button to adjust the data set displayed in the Summaries window.

Select Data Set

Froperties
Data Set: Transactions {”ﬁ

Transactions

Pay Period Totals
Activity
Adjustments
Messages

Automated Events

Ok Cance

Hide Workgroup Details

If enabled, the Workgroups column does not appear in the time card.

Hours Description
Rgl 8:33
Rgi 8:30

If disabled, the Workgroups column displays workgroup details.

Hours Workgroups Description
Rgl 8:33 Ann Arbor Line Line Float Forkiit 7.5%9a 4:32p 833
Rg1l 8:30 _"*_.‘ Ann Arbor Line Line Float Forkiit 7:58a 4:28p 8:30
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Render Workgroups
Vertically

Workgroup levels are displayed vertically in the Workgroups column of the time

card when enabled, rather than horizontaly when disabled.

\Workgroups Enabled
Ann Arbor
Line

@ 7:59a

Line Float
Farklift

4:32p 8:33

Disabled

W

Workgroups

¥ Ann Arbor Line Line Float Forkiit ~ 7:59a

432p 8:33

Show Edits on Adjusted
Day

Time card edits are displayed beneath the daily transaction in the time card if this

feature is enabled.

Schedules Punches
Date
Start End IN ouT
& 11 & 8:30a 5:00p 8:30a | 5:00p

Remove trans 08/11/21 8:32a MGR 08/12/21 1:13p
Remove trans 08/11/21 5:04p MGR 08/12/21 1:13p

Add trans 08/11/21 8:30a AODTECH 08/12/21 3:11p

Add trans 08/11/21 5:00p AODTECH 08/12/21 3:12p

Hours
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Distance

Filter the distance notifications displayed on the time card to show in range only
or out of range only notifications, both (All) or neither (None).

SKIp FUTUre Dates: Ll
Skip Weekends: O
Hide Motations: |
Compressed Layout:
Show Convenience Manus:
Show Summaries Window: O
Hide Workgroup Details: |
Render Workgroups Vertically:
Show Edits on Adjusted Day:

Distance: All

Auto Lock On Approwi Al

In Range A
Workgroup Re Out of Range

Mone

Distance notifications occur when an employee has punched within range or out
of range according to the work distance rule configured in the database.

20 i 8:00 16:00 1417 1419

& 0.50 TDY Tardy
2 Corporate Distance 1.50 mis 07220017 14:17

Corporate Distance 1.28 mis 07/20/17 14:19
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Auto Lock On Approve
Time Card

When this feature is enabled, the Lock Time Card check box is enabled in the
Approve Time Card window.

Approve Time Card ()
Confirmation
Approve Time Card: /
Lock Time Card:
MNotes:
Ok Cancel

If Auto Lock on Approve Time Card is not enabled, the Lock Time Card check box
is not enabled.

Workgroup Rendering

Clicking the Workgroup Rendering button in the Preferences panel, opens a
window to adjust how workgroups are displayed in the time card.

Skip Weekends: O
Hide Notations: O
Compressed Layout:
Show Convenience Menus:
Show Summaries Window: O
Hide Warkgroup Details: O
Render Workgroups Vertically:
Show Edits on Adjusted Day:

Distance: All

Auto Lock On Approve Time Card: A
Workgroup Rendering /

Enable the Override Default Workgroup Presentation check box to view
workgroup level fields and specify how to render each level.
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Workgroup Levels

Preference Settings /

Override Default Workgroup Presentation:

Location: | Name |

Department: [None]
Name

Line: @
Code

Position: Number

Level 5: [None]

Level 6: [None]

Level 7: [None]

Ok Cancel

Each workgroup level can be set to display either the name, code or abbreviation.
If None is selected, the workgroup level is not displayed.

©2024 Attendance on Demand, Inc. All rights reserved. Attendance on Demand is a registered trademark of Attendance on Demand, Inc.
(AOD). Nothing contained here supersedes your obligations under applicable contracts or federal, state and local laws in using AOD’s
services. All content is provided for illustration purposes only.
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