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1.4. Supervisor Job Aid: How to Correct a
Timecard Punch and Add a Missed Punch
(Non-Exempt)

1 To correct an incorrect punch: Navigate to the correct employee's timecard and
find the punch that needs to be corrected. In this example, it is the "Out" punch of
Wednesday, December 17. Once located, click on the punch, and you can directly
change the time here, or right-click and a menu will pop up. Click on 'Edit' at the
bottom of the menu.

Note: To add a missed punch, skip to Step 3.
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2 Click the 'Time' text field and enter the correct time. Scroll to the bottom of the
Punch menu and click 'Apply'.
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3 To add in a missed punch: Navigate to the correct employee's timecard and
locate the punch that needs to be added. In this example, it is the "Out" punch of
Wednesday, December 17. It is easy to locate because the cell is highlighted red.
Once located, click on the red cell and type in the missing time, or right-click and a
menu will pop up. Click on 'Edit' at the bottom of the menu (as noted in Step 1).

4 Once the missing time is entered, it will show in the cell with a little red mark to
indicate it was a missed punch that has been manually entered.
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5 To add a comment regarding the changed punch or entered time, right click on
the appropriate punch and select 'Comments'.

6 The 'Select a comment' menu will drop down to show a number of options. To add
a specific comment, select 'See Note Below'.
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7 Click the "Type a note (optional)" field and type in the necessary comment. Click
'Add' and then 'Apply' to save the comment.
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8 Once all punch changes are complete and comments added, click 'Save' in the
upper right corner.

--End--


