MSS: Adding a Missing Punch from the Dashboard

If your Manager Self Service (MSS) dashboard has a Missing Punch gauge, you can use this feature to view and
address missing punches for all of the employee time cards with missing punches on that day.

Job Aid

To use the Missing Punch gauge in the dashboard:

1. Open the MSS dashboard by clicking the Dashboard menu item.

Manager Dashboard
Find Search Employee Period Current Week My Workgroups
Process Payroll ; : | Sunday Monday Tuesday
Dashboard Daily Operations o 8 August | 9 August | 10 August
menu item \“ Das-ﬁ-t-;;jard -------- Hours 84:47 | Hours 1330:56 | Hours 1289:54
Time Cards (Previous) Actual 84:47 | Benefit Hours 3:20 | Benefit Hours 12:00
Time Cards (Current) Scheduled 79:30 | Actual 1330:56 | Actual 1289:54
Employee Exceptions Diff 517 | Scheduled 1306:30 | Scheduled 1195:30
Point Thresholds Schedules 13 | Diff 24:26 | Diff 94:24
Point Balances Shifts Worked 13 | Schedules 165 | Schedules 153
Shifts Worked 165 | Shifts Worked 152
o

\ Missing Punch

dashboard gauge

2. Click the Missing Punch dashboard gauge.
3. Locate the @ icon in the employee’s Punches column in the missing punches page.
Manager Page 1 (Bime...Suthe)
Find Search Employee Schedules Punches
Employee Date Hours
Start End IN ouT
Process Payroll
Birney, Olivia Vi 9 8:30a 5-00p 821a [« ] Rg1 0:00
Daily Operations
Dashboard @  Missing Punch Mon Aug-09 21 A Missing Punch has been identified for Olivia Bimey with 1
Time Cards (Previous) Collamore, Hannah F 9 0 8302 5:00p 8203 o Rgt 0:00
Time Cards (Current)
Employee Exceptions @®  Missing Punch Mon Aug-09 21 A Missing Punch has been identified for Hannah Collamore
Point Thresholds Hamlin, Christopher 9 8:30a 5:00p 8:32a (] Rot 000
Point Balances
@  Missing Punch Mon Aug-09 21 A Missing Punch has been identified for Christopher Hamli
Mitchell, Sonia & 9 m 8:30a 5:00p 5.02p [+ Rgl 000
4. Type the time of the punch directly in the empty punch cell.
Schedules Punches
Employee Date
Start End IN ouT
Birney, Olivia p 9 | m 5:30a 5:00p 821a |
@  Missing Punch Mon Aug-09 21 A Missing Punch has been identified fd
Collamore, Hannah Y 9 ] 9302 5:00p 8:203 o




5. Select the next page of employees, if you have more than one page of employees, by selecting the page
drop-down list.

Page 1 (Birne...Suthe)

Page 1 (Bime._.Suthe)

Schedules
Page 2 (Thoms...Thoms) | Date
@ Start End
Birney, Olivia 9 | 8:30a 5:00p

@  Missing Punch Mon Aug-0
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