
 

MSS: Fixing Misaligned Punches       Job Aid 
 

Misaligned punches often occur when an employee works a shift that is longer than the scheduled time. 

The system mistakes the Out punch for the start of a new shift. You can easily designate the misaligned punch as

the end of a shift. 
 

 
 
To fix the misaligned punch: 

1. Click the   icon in the employee’s time card on the day of the misaligned punch. 

 
2. Click Transactions. 

3. Click Alter Punch. 

4. Select the misaligned punch time. 
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5. Adjust the date to the day the punch occurred. 

 
 

6. Select End of Shift in the Transaction Alignment drop-down list. 

 
7. Click the OK button. 

The Out punch will now appear in the correct cell on the date of its associated shift. 
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