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A punch can be added to an employee’s time card directly by locating the employee through the employee 
search and opening the employee’s time card page to access the time card. Missing punches for all employees 
on a selected date can be accessed from a dashboard banner. This allows you to quickly add all of the missing 
punches without having to visit each employee time card page.  

Employees with missing time card punches will also appear in the To Do List. The To Do List displays all of the 
employees with missing punches for the entire pay period. This view of employees can be filtered to show only 
the employees who you are responsible for, rather than all of the employees in the company. 

 

 

 
Add a Punch 

To add a missing punch to an employee’s time card, you can use the Action menu for the date of the punch, the 
Punch menu or you can type directly in the punch field of the missing punch in the Time Card. 
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If your system was not configured to allow you to access missing punches from a dashboard banner or the To 
Do List, you can add punches directly in the employee time cards. 

 

Employee Search Dashboard Banner To Do List 
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Click the punch field and type the time of the punch. Be sure to include a “P” at the end of the time entry, unless 
you are using 24 hour time. 

 
 

 The total number of worked hours for the day is displayed in the Hours column of the Time Card.

 
 

Action Menu 

To add a punch using the Action menu, click the Pencil icon (Action menu) for the date of the punch, select 
Transactions from the drop-down list and select Add New Punch. 
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Add the punch time in the Add Punch Transactions window. Select a reason code if the punch being added is not 
a standard punch, for example when adding a tardy or left early punch, and indicate whether it was excused or 
not. 

 

 

Punch Menu 

To add a punch, click the Punch menu icon and select Add New Punch. 

 
 

 

 

 

 

 

 

If you are adding more than one punch, type a comma between the punch times 

 

Punch Menu Icon 

Add New Punch 
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Enter the time for the punch and a reason code if applicable.  

  

 

Editing a Punch 

To edit a punch in the employee’s time card, click the punch you want to change and type the new time in the 
punch field.                                    

 
You can also edit a punch by clicking the Punch menu, selecting Alter Punch and selecting the punch time you 
want to edit. 

  

You can add an explanation for why you are adding the punch in the Notes field. 

 

Punch Time 
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In the Change Transaction window, enter the new punch time and select A Standard Punch in the Transaction 
Alignment drop-down list. If the new punch time falls outside of the timeframe for the shift, select a transaction 
alignment to indicate whether it is the start or end of a shift or part of a previous shift.  

 

If you need to edit a punch for a callback, where the employee has returned to work later in the day after 
working a full shift, you can indicate the type of callback the punch is designated as in the Callback Style drop-
down list. 

 

If a punch outside of the shift timeframe is added as a standard punch, the punch will appear on a new 
line in the time card as the start of a new shift.  
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A reason code can be added to a punch to explain why the punch is outside of a schedule timeframe.  

 
Removing a Punch 

To remove a punch from an employee’s time card, click the Punch menu for the date of the punch you are 
removing and select Remove Punch Transaction from the drop-down list. Next, select the time of the punch you 
are removing. 

 

 
You can also delete a punch by highlighting the punch cell entry in the Time Card and clicking delete. 
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