
 Job Aid 

  

MSS: Removing Time Card Edits 
 

This job aid explains how to remove a time card edit in Manager Self Service (MSS) in the event 
that an error occurs when adjusting an employee’s time card. This job aid will cover how to 
remove: 

• Added punches 

• Added schedules 

• Acknowledgments for time card exceptions, such as: late arrivals, early departures, 
absences and unscheduled punches 

Removing Added Punches 
If you have added a punch to an employee’s time card, you can remove that punch using the 
convenience menu   in the time card for the date of the punch you want to remove. Select 
Transactions in the Convenience menu and select the Remove Punch Transaction menu item. 
Select the punch to remove from the list of punches that have been added on that day.  
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You can also remove a punch using the punch menu in the time card. Click the clock icon  in the 
Punches column and select Remove Punch Transaction and the punch you would like to remove 
from the list of punches added on that day. 

   

Selecting a punch from either menu will display the Remove Punch Transaction window. In the 
Remove Punch Transaction window, you can add a reason code and a note for the transaction. 

            

  

 

 

 

 

    



 

 
 

MSS: Removing Time Card Edits      February 4, 2025      3 

Removing Added Schedules 
A schedule you or another user has added to an employee time card can be removed in the 
employee’s Schedules page. From the Time Card drop-down list in the header of the employee’s 
time card, select the Schedules menu item.  

 

Locate the date of the added schedule in the Schedules page calendar and click the schedule 
banner. 
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Enable the Remove this Schedule check box and click the OK button. 

 

The schedule will no longer appear in the Schedules page calendar or in the employee’s time card. 
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Removing Acknowledgements 
If you have acknowledged a time card exception, such as a tardy, a left early or absence in an 
employee time, you can cancel the acknowledgement directly in the time card or in the 
Adjustments panel. 

 

 

 

To remove the acknowledgement in the time card, select the clipboard icon  for the 
acknowledge adjustment and select Cancel Adjustment.   
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Another way to remove the acknowledgement is to select the Adjustments button in the time card 
header. Locate the acknowledgement transaction you want to remove is the list of adjustments 

and click the clipboard icon  for the adjustment. Click Cancel Adjustment to remove the 
adjustment from the list and the employee time card. 
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