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A – Menu Selection Buttons

This area, which replaces the drop menus, allows for 

you to choose from a selection of items that perform 

actions on a selected employee or group of employees. 

B – Exceptions & Request Notifications

This tab at the top of your screen will show two different types 

of notifications. 1) Exceptions that need to be looked at or 

corrected 2) Pending Time Off requests that need to be 

addressed. Once you click on either button it will take you to a 

list of exceptions or time off requests that you have pending. 

C – GoTo Navigation

This new GoTo button will illuminate once 

a employee or group of employees is 

selected. From the GoTo button you will 

be able to navigate between several 

different areas (widgets) of the system in 

order to perform changes to the 

Timecard, Schedule Editor, Exceptions, 

etc.. 
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A – Name Selection: If you’ve selected several employees you can cycle through them using the left and right arrows.

B – Menu Action Buttons: From here you can Approve Timecards, Remove Timecard Approval, and do actions on Accruals for the selected employees

C – Exception Notification:                                         This red notification indicates that there was an exception on this punch. You can right-click the cell to view this exception 

and if need be perform and action on it. 

Comment Notification:                                        This comment cloud indicates that a comment has been made on this punch. Right click the punch to view/edit the comment

D – GoTo Navigation: From here you can navigate to other areas (widgets) of the system for the selected employee(s).

E – SAVE Button: After changes, updates, or comments have been made make sure to click the SAVE button located next to the GoTo button. 
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Viewing Employee Accruals: In order to view an employees accruals within the Timecard you must click the                                                selection at the 

bottom of the screen. This will expand to show Timecard Totals & Accruals. 


