Job Aid

MSS: Adjusting Incident Point Values in an
Employee Time Card

Systems that have the Incident and Points module configured will automatically apply a preconfigured
point value to the employee time card when an incident based on a time card exception occurs.
Incidents are typically based on time card exceptions, such as a tardy, missing punch or absence, in
alignment with a company’s attendance policy. Incidents applied by the system or added by a user with
access rights to an employee’s time card can be adjusted in the Incidents page of the employee’s record.

Changing an Incident

To make a change to an incident, select the Incident page from the drop-down list in the employee’s
record.

The Absent Dashboard gauge will display all of the absences for the day selected in the dashboard
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Select Incidents from the Events drop-down list in the Incidents page.
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Click the pencil icon next to the incident in the Incidents page:
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If you do not see Incidents in the employee time card, check the Preferences for the Editing Sheet
page to determine if the Show Incidents check box has been enabled.
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If you need to change the incident rule, such as changing the missing punch rule to the absence rule,
select the new incident rule from the drop-down list of incident rules in your system.
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To change the point value of an incident, enable the Change Points check box and type the new point
value in the Points field. Changing the point value also changes the expiration point value. Notes can be
added by typing in the Notes field if needed. Added notes will appear in the employee time card.
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The Incidents page will be updated with the new point value.
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The employee’s time card will also be updated with the new point value and the Running Balance will
also reflect the changed point value. Notes added to the incident will be displayed below the Incident
row.
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