
 

MSS: Adding a Note to a Time Card      Job Aid 
 

You can add a note to an employee’s time card in Manager Self Service (MSS). Notes added to the time card will 
also be available on the employee’s individual schedules page. 

To add a note to a time card: 

1. Search for the employee using all or part of the employee’s name in Find field of MSS. 

 

2. Click the employee’s name in the Search page. 

3. Click the pencil icon for the desired date in the employee’s Time Card page. 
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4. Select Notes/Comments from the menu. 

 

5. Click Add a Note. 

6. Type the note in the Notes field of the Add Daily Note window.  

 

7. Change the date for the note if needed using the Calendar icon. 

8. Click OK. 
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The note will appear in the line of the employee’s time card below the schedule on the date you selected. 

 

If you do not see the note in the time card, check your Preferences settings to make sure the Hide Notations is 
not enabled. To do this, click the Preferences button and remove the check in the Hide Notations checkbox in 
the Preferences panel. 
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