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TIME CLOCK - SUPERVISOR 

 

 

 

 

Dashboard 

 

This feature allows you to monitor any overtime, missed punches, 
and required approvals at a quick glance 

 

 

 

Viewing Hours and Approving Hours 

 
1. Hours can be viewed and approved by selecting the 

Individual Hours or Group Hours 
2. Make sure you update the start and stop dates to 

view/approve hours within the correct pay period 
3. To approve check the box under the letter “M” for manager 

approval then click on Apply Changes 
4. Make sure that all exceptions (orange dots) have been 

cleared 
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Time Edits 

 

1. If you have already approved the time that needs to be 
edited you will first need to unapproved it in order to be able 
to edit  

2. Make sure you select Apply Changes once you have 
unapproved the time segment to be edited 

3. To edit right click on the time frame and select Edit 
4. Make the necessary edit by manually changing the in time, 

out time, or leave type 
5. Make sure you save in order for the operation to be 

recorded 
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Adding Time and Entering Leave 

 

1. To enter time or leave for a missing date you will need to go 
the Individual Hours and filter for the employee requiring 
this entry 

2. Select Add 
3. Select Missed in punch or missed out punch accordingly to 

enter the missing time or select timesheet entry to enter a 
day of leave 

4. To select the correct leave code click on the job code field 
to display the drop down list of available codes 

5. Make sure you save in order for the operation to be 
recorded 
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Exceptions 

 

1. To clear exceptions right click on the orange dot  
2. The most common exception that you will be notified is a 

missed punch.  Even though the missed punch has been 
entered you will get an exception because this is your 
notification that a missed punch was entered by an 
employee 

3. Employees can enter a missed punch only during the 
process of trying to clock in or out.  If the employee choses 
to bypass entering the missed punch it will then have to be 
done by the administrative assistant or supervisor 

4. Employee, Manager, or Short Shift Gap will not give you an 
orange exception 

5. Make sure you click on Approve and Apply in order to clear 
the exception 

6. Once all exceptions are blue you have completed your 
pending exceptions 
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