Job Aid

MSS: Icons and Badges

This job aid is a quick reference guide to the icons and buttons found in Manager Self Service
(MSS) the Attendance on Demand application for administrators, managers, and supervisors to
manage benefits and leave requests.

Quick Access Toolbar Icons

The Quick Access toolbar is a static feature of the Manager Self Service (MSS) header.
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This table lists the buttons found in the Quick Access toolbar:

Icon Opens Description
:i_ 3| Basic Operator Properties Change Password | Send Mobile Invitation | Clear Preferences | Replicate Preferences M y ACCO u nt
I'_';I I:-J Friendly Name: 0D Technicians Account Location Sort Name
_ Email Address Department Sort Name This button will d|sp|ay your
Phone Number (000) 000-0000 Line Sort Name d f |
Profile: Payroll Manager Position Sart Name accou nt eta I1s.
User Group: System Administrators Level § Sort Name
Time Zone: Same as Corporate Level 6 Sort Name
Date Format mmvddlyy Level 7 Sort Name

Show Time in Am/Pm:
Show Time in Hundrecths:

Show Durations in Hundredths

Show Schedule Times in Am/Pm:

Show Schedule Times in Hundredths:

Show Scheduled Hours in Hundredth:

Can Access System Setup Yes

Can View Rate Information. Yes




Opens

Description

Active Conversations

Find Search Employee

Refresh

Sorry. I'm not going to be able to
cover the shift on Dec 7

Rachel Randal pet-24 9:083 s

Sure. Not a problem

D

*
Marissa Kilb... EEEEENY

Ok. Thanks for the update.

he]

Carson Skid..  Oct-8 6:37p

Use the side door today. The front
sidewalk is being repaired.

0o

Gabriglle Ken_  Dct-8 6 32p

Can you work your normal shift on
Friday, December 7th?

=5)

Chloe Seven Qg8 12 12p

Messages

This is a list of messages you
have sent to employees and a
search field to locate an
employee to message.

To Do List

My Employees Preferences

Bailey Ackerman

&

Nov-30 | Cancel Leave
Bailey Acker.

0o

Jenna Gamnet
Jenna Gamnee NOV-20 | Leave Request
Morgan Hartwell

Nov-9 Pickup Open Schedule
MorganHart. Qp/6a 8%

Co

Joseph Eton

Nov-9
JoseghEton  Op/ga 8%

o

Pickup Open Schedule

Isaac Colley

Nov-8
lsaacColley 5a/2p g%

o

Pickup Open Schedule

To Do List

This list includes employee
requests and exceptions that
can be addressed from the
list.
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Icon Opens Description
— My Timeline ® My Timeline
| |
— s | This is a calendar list of
g = oyPerodBegins events in your system, such
Mew Pay Period Begins . .
as the beginning of pay
periods.
m Pay Period Begins
8 Mew Pay Period Begins
m Pay Period Begins
8 Mew Pay Period Begins
Training 2018
Aug-12 11:36am
Ann Arbor Schedules
Aug-12 12:23pm

[: }J o . Refresh
fan 5 ! [
i RIS E §[<>] i'f-:'j' Log Out This button refreshes the To
fomeen Do List number badge after
To Do List &) items have been addressed in
B the list.
My Employees Preferences

Kathy Adams Jun-29

Kathy Adams

| Cancel Leave

HOME  TRAINING

Online Reference

This button links you to the
Attendance on Demand
Learning Center which
contains job aids and videos
on various topics from time
cards to time clocks.

Attendance on Demand

Learning Center

Have a question? Just enter terms to search Q

& = = Note: Pop-up blockers may
Getting Started Editing Time Cards Scheduling prevent the link from working.
Navigating time cards, schedules, Tracking and managing employee Employees Disa ble the pOp—up blOCker in

and more e Adding and maintaining employee

your system if you are unable
to reach the Learning Center.
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Time Card Icons

This table lists icons found in employee time cards with a description of their functions.

Icon Location in Time Card Description
&:00a Schedules Punches Standard Punch
Start End IN ouT
8:30a 5:00p 821a | & 4:54p
8:00a Schedules Punches Punch with an exception
Start End IN ouT
8:23a | &) 5:08p | A\
Schedules Punches Punch entered manua”y
by manager
Start End IN ouT
11:00p 7:30a 11:00p | & 7:30a
'ﬂ Schedules Punches EXCGptIOﬂ warning
Start End IN out
o) A
° Schedules Punches Missing Punch
Start End IN ouT
&)
11:00p 7-30a 11:00p | & O
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Icon Location in Time Card Description
Schedules Punches This icon is displayed
next to a punch that has
Start End N out been aligned to the start
8:30a 5:00p 827a | ¥ 4:57p of a shift.
Change Transaction
Transaction Properties
Date: 10/8/18
Time: 5:00a
Transaction Alignment: | The Start of a Shiff
Callback Style: None
Reason Code: [no reason given]
Notes:
Ok Cancel
Schedules Punches This icon is dISplayed
next to a punch that has
Start =nd N out been aligned to the end
8:22a 2:09p i
8:302 5.00p _ of a shift.
6:00p 10:00p
Change Transaction
Transaction Properties
Date: 10/8/18
Time: 2:00p
Transaction Alignment: | The End of a Shift
Callback Style: MNone
Reason Code: [no reason given]
MNotes:
Ok Cancel
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Icon Location in Time Card Description
Schedules Punches This icon is displayed
s - N ouT next to a punch that has
o § been aligned to become
822a | 5:09p part of a previous shift.
8:30a 5:00p )
6:00p O
Change Transaction
Transaction Properties
Date: 10/8/118
Time: 5:00a
Transaction Alignment: | Part of the Previous Shift
Callback Style: None
Reason Code: [no reason given]
Notes:
Ok Cancel
Schedules Punches This icon is displayed
Start End N ouT next to a schedule that
crosses a day divide.
i 8:00p 4:00a D)
= This icon displ th
=) Punches s icon d Sp. ays the
- Houl menu for adding a punch
IN ouT in the employee time
card.
Add New Punch
&)
- Add GPs Registra{jﬂ
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Description

S M T W T F 5
1 2 3 4 5
8 9 10 11 12
13 14 15[16]17 18 19
20 21 22 23 24 25 26
27 28 29 30 M

Icon Location in Time Card
This icon provides access
& to the full menu of time
Date card commands.
g 7 | &
Scheduling
2| fameac
ransactions
& Credit
Pay to Start/End
&
Motes/Comments
& Workgroup
Daily
& 1Z
IIl Schedules This icon displays the
Start nd menu for adding and.
adjusting schedules in
alll  500a the employee time card.
i
@ 5-00a 2-00n
Define Schedule for Day
| Cff for Day
£ Flex Schedule on Day
Add Schedule for Day
| Scheduled Absences
A Quick Schedules
(10116124 This icon displays a
P calendar for selecting

the date.
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Ilcon

Location in Time Card

Description

This icon displays the

Hours Workgroups
Workgroup transfer menu
RG1 7330 it} DETROIT NIGHT SUPPORT SHIFT2 848 17:01 7:30 In the employee tlme
Transfer at Time of Day ca rd .
RG1 7:45 1) Reallocate Hours SHIFT2 838 17:02 T:45
Block Hrs. Trans. for Mon May-30
RG1 730 [  Period Block Hours Transfer SHIFT2 848 17:00 T:30
Cancel Transfer Adjs
E Time Card Current Period Editing Sheet Adjustments | Approve | | Print This icon in the
Last Name First Name Mi ID Badge Pay Class Division Adjustments panel of the
Eaton Courtney Q 4045 4045 HRL Michicare H
employee time card
Timestamp Account Effective Description indicates a transa Ction
9/30/18 2:34 % JaopTECH 100772018 Delete Schedule on 10/07/18
o can be removed.
10/8/18 4:28pm AODTECH 10/08/2018 Add trans 10/08/18 12:55p
10/8/18 5:35pm [% AODTECH 10/09/2018 Delete Schedule on 10/09/18
— .. .
Q} e Hours Workgro Description Th|S Icon Is used to
N out . .
boe a0 acknowledge a missing
i © ) RG1 730 | R D.. M. S.|© | Tardv(Ack) Missina Punch .
17.01 () Acknowledge all Exceptions on Day punch in the employee
838 12:30 . .
g 1702 Rer 745 | [ Do WL S Acknowledge Missing Punch t|me Cal’d.
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Employee Schedule Page Icons

This table lists icons found in employee schedule pages with a description of their functions.

Ilcon

Location in Schedule Page

Description

Date displayed in red indicates the

Monday

OPEN Op'Ga &%

. Detroit Mursing Master

current date in the schedule page.

— 2a2p 8
This icon displayed in the employee
Tuesday schedule page indicates the schedule is
5 based on a schedule pattern.
830a'bp 8
This icon indicates that the schedule
10 crosses midnight.
1Mp/730a 8
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Ilcon

Location in Schedule Page

Description

3

230p10p 7

The two yellow arrows icon
indicates this schedule is a
transfer from the Home
workgroup assignment.

12

Matp 2

[ Sk
| aiF

1Mp730a 8

This icon indicates a
schedule style has been
applied to a schedule. The
name of the schedule style
will appear with the schedule
details, in this example, “Call
Back,” in the schedules page.

11
W

l 1p10p 8%

This icon indicates the
schedule is waiting for
employee approval.

Sick

8:00

16
Sick 8
1p2p 0%

Sick 8:00

An approved time of request
is displayed with a green bar
that displays the number of

hours requested off and the
benefit hours to be used.
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Icon Location in Schedule Page Description

15 A time of request pending
manager approval is
displayed with a yellow bar

Sick 8:00 . that displays the number of
5a2p 8% hours requested off and the
: benefit hours to be used.
Sick 8:00
15 A denied time of request is

displayed with a red bar that
displays the number of hours

_ requested off and the benefit
5a2p 8% hours to be used.

©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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