
 

MSS: Crediting Hours, Dollars and Work Time to a  
Time Card              Job Aid 
 

Hours, dollars and worked time can be credited to an employee’s time card using the Pencil icon in the time card 
page of Manager Self Service (MSS). These options are accessed in the Credit menu within the Pencil Icon menu 
in the time card. 

  
 

Crediting Hours 

To credit hours to an employee’s time card. Select the Credit Hours menu item in the Credit menu accessed 
from the Pencil icon for the date hours are to be added. 

 
 

 

Pencil icon menu  

Credit menu  
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In the Credit Hours window, select a pay designation, such as Regular, Sick or PTO, from the Pay Designation 
drop-down list. 

 
Enter the number of hours to be credited in the Hours field. Select a reason code for to explain why hours are 
being credited if a pay designation is not used. 

 
 

 

 

 

 

 

 

Enter hours to be 
credited 

Select a reason 
code if not using a 
pay designation 
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Add a note to explain why hours are being credited, if needed, in the Notes field. 

 
The number of hours credited and the pay designation will appear in the Hours column of the employee’s time 
card. Notes added in the Credit Hours window will appear in the row beneath the date row. 

 
 

Crediting Dollars 

Dollars can be credited to an employee by selecting the Credit Hours menu item in the Credit menu accessed 
from the Pencil icon in the employee time card. 

 
 

 

 

Hours credited 

Notes 
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Select a pay designation for the dollars to be credited, such as salary, bonus or tip, from the Pay Designation 
field in the Credit Dollars window. 

 
Enter the dollar amount in the Dollars field. Add a note to explain why the dollars are being credited, if needed, 
in the Notes field. 

 
The dollars credited can be viewed in the Details panel of the Editing Sheet page. Expand the Details panel at the 
bottom of the Editing Sheet page and click the Period Summary tab.  

 
 

 

Select pay 
designation for 
dollars credited 

Enter dollars amount 
to be credited 

Type note to explain 
why dollars are being 
credited 
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Notes added in the Credit Dollars window are displayed beneath the date row in the employee’s time card. 

 
 

Crediting Worked Time 

Crediting Worked Time is used to return automatically deducted time to an employee’s time card.  It is 
commonly used to credit auto-deducted lunches or breaks when an employee works during this unpaid 
time. This edit option can only be performed when the employee has punch transactions.  

To credit worked time to an employee, select the Credit Worked Time menu item in the Credit menu accessed 
from the Pencil icon in the employee time card. 

 
You can select the time of day that the credit should begin and the amount of time to credit.  
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Optionally, you can select a Pay Lunch Period option which automatically credits the time of lunch and length 
based on the business rules that exist in your system.  The time field is ignored when this option is selected.   

 

 
 

 
Add a note to explain why worked time is being credited, if needed, in the Notes field. 

 
 

 
©2024 Attendance on Demand, Inc. All rights reserved. Attendance on Demand is a registered trademark of Attendance on Demand, Inc. 
(AOD). Nothing contained here supersedes your obligations under applicable contracts or federal, state and local laws in using AOD’s 
services. All content is provided for illustration purposes only.  

Enabling the Pay Lunch Period option is a best practice when only one lunch was auto-deducted. 
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