
 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.   

 

 

This table lists the buttons found in the Quick Access toolbar: 

Icon Opens Description 

 

 

My Account 

This button will display your 
account details. 
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Icon Opens Description 

 

 

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 

This list includes employee 
requests and exceptions that 
can be addressed from the 
list.  
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Icon Opens Description 

 

 

My Timeline 

This is a calendar list of 
events in your system, such 
as the beginning of pay 
periods.  

 

 

Refresh 

This button refreshes the To 
Do List number badge after 
items have been addressed in 
the list. 

 

 

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. 

Note: Pop-up blockers may 
prevent the link from working. 
Disable the pop-up blocker in 
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 

 

 

Standard Punch 

 

 

Punch with an exception 

 

 

Punch entered manually 
by manager 

 

 

Exception warning 

 

 

Missing Punch 
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Icon Location in Time Card Description 

 

 

 

This icon is displayed 
next to a punch that has 
been aligned to the start 
of a shift. 

 

 

 

This icon is displayed 
next to a punch that has 
been aligned to the end 
of a shift. 
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Icon Location in Time Card Description 

 

 

 

This icon is displayed 
next to a punch that has 
been aligned to become 
part of a previous shift. 

 
 

This icon is displayed 
next to a schedule that 
crosses a day divide. 

 

 

This icon displays the 
menu for adding a punch 
in the employee time 
card. 
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Icon Location in Time Card Description 

 

 

This icon provides access 
to the full menu of time 
card commands. 

 

 

This icon displays the 
menu for adding and 
adjusting schedules in 
the employee time card. 

 

 

This icon displays a 
calendar for selecting 
the date. 
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Icon Location in Time Card Description 

 

 

This icon displays the 
workgroup transfer menu 
in the employee time 
card. 

 

 

This icon in the 
Adjustments panel of the 
employee time card 
indicates a transaction 
can be removed. 

 

 

This icon is used to 
acknowledge a missing 
punch in the employee 
time card. 
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Employee Schedule Page Icons 
This table lists icons found in employee schedule pages with a description of their functions. 

Icon Location in Schedule Page Description 

 

 

Date displayed in red indicates the 
current date in the schedule page. 

 

 

This icon displayed in the employee 
schedule page indicates the schedule is 
based on a schedule pattern.  

 

 

This icon indicates that the schedule 
crosses midnight. 
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Icon Location in Schedule Page Description 

 

 

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

 

 

 

 

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.   

 

 

This icon indicates the 
schedule is waiting for 
employee approval. 

 

 

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 

 

 

A time of request pending 
manager approval is 
displayed with a yellow bar 
that displays the number of 
hours requested off and the 
benefit hours to be used. 

 

 

A denied time of request is 
displayed with a red bar that 
displays the number of hours 
requested off and the benefit 
hours to be used. 
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