
Manager Timekeeping Tasks 

The Exceptions Widget – Summary View 

This view provides an at-a-glance view of timecard exceptions for employees with hourly timecards. You can 

access this view by selecting Exceptions in the GoTo menu, by opening the Exceptions widget from the 

Related Items pane, or, as seen in the Details view below, by using the Summary left-facing arrow. 

Context Selectors 

Display the current employee set 

and date range (together referred to 

as “context”) for the genie or widget. 

To change the context, select a 

different item in either or both lists. 

Exception Columns 

Display a summary of your 

employees’ time data exceptions 

during the specified time period. 

Refresh 

Reload the widget with the most 

current data in the database. 

This view displays the dates and details of exceptions for selected employees, and enables you to resolve the exceptions. Hover over any 

color indicator to view more information on the exception type. 

The Exceptions Widget – Details View 

Actions 

Enable you to perform a variety of 

actions related to resolving 

exceptions. 

Show Schedule/Show Totals 

Toggle between displaying an 

employee’s schedule or totals. 

Save/Cancel 

Save or discard any unsaved edits. 

View Timecard 

Open the timecard for the employee. 

Summary 

Click to navigate to the Summary 

view of the Exceptions widget. 

You can access the Details view in the following ways. 

Hover over an exception 

column and click Details. 

Select one or more employees 

and click View Details. 

Click an Exceptions alert. 
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Adding a Missed Punch in the Exceptions Widget Details View 

1. In the Details view, double-click the cell for the missing punch. 

2. Enter the applicable punch time. 

3. If needed, add any comments or notes at this point. 

4. Click Save. 

Adding Comments and Notes in the Exceptions Widget Details View 

1. In the Details view, select the punch or amount to which you want to 

add a comment. 

2. Click Comment. 

3. Select a comment, click the     , and then enter note text. 

4. Click OK. 

5. Click Save. 

Adding Non-Worked Time in the Exceptions Widget Details View 

Remove a Duplicate Punch in the Exceptions Widget Details View 

1. Click the duplicate punch. 

2. If needed, add any comments or notes at this point. 

3. Click Remove. 

4. Click Save. 

1. Hover over the applicable Pay Code cell and  

click the      when it appears. 

2. Select a pay code and enter an amount. 

3. Click OK. 

4. If needed, add any comments or notes at this 

point. 

5. Click Save. 

Acceptable Punch Formats 

Acceptable Pay Code Amount Formats 

• Enter times using “AM” and “PM” or “a” and “p” (1:00AM or 1:00p). 

• Colons are optional (730AM will be converted to 7:30AM). 

• Leading and trailing zeros are optional (07:00AM and 7AM will both be converted to 7:00AM).  

• Trailing zeros should not be used (700 will be converted to 700 hours). 

• Decimal entries are supported (7.5 will be converted to 7:30). 

• A colon or decimal is required when entering minutes (for 7-1/2 hours, enter either 7.5 or 7:30). 

Stress to your employees the 

importance of getting in the 

routine of using “a” and “p” 

when entering time. 

Important 
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Timecard Components 

Overriding Punches in the Timecard 

Navigate between Timecards 

Use the list or the left/right arrows to move 

between timecards for different employees. 

Context Selectors 

Display the current employee set and date range for the timecards. 

To change the context, select a different item in either or both lists. 

Approve Timecards 

Use this menu to approve 

the timecard. 

Refresh 

Discard any unsaved edits 

and reload the timecard with 

the most current data in the 

database. 

Save 

Save your edits. 

Calculate Totals 

Display the effects of any 

unsaved edits without saving 

them. 

Show Tabs 

Click to display tabs with 

additional timekeeping details. 

1. Right-click the applicable punch. 

2. Click Edit. 

3. In the Override list, select the 

punch type to assign. 

4. Click OK. 

5. If needed, add any comments or 

notes at this point. 

6. Click Save. 
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Adding Comments and Notes in the Timecard 

Please review exceptions daily. You must 

approve employee timecards by Monday 

at noon unless otherwise notified. 

Important 

Approving Timecards in the Pay Period Close Genie 

Approve Timecard 

In the Approve Timecard 

menu, select Approve 

Timecard. 

Approving Timecards within each Timecard 

1. Right-click the applicable punch or pay 

code amount. 

2. Click Comments. 

3. Select a comment and enter text notes. 

4. Click OK. 

5. Click Save. 

1. Use the context selectors to select the time period and employee set to 

display. If approving on Sunday or Monday morning, set the time period to 

Previous Pay Period. If approving on Friday afternoon or Saturday, set the 

time period to Current Pay Period. 

2. Select one or more employees. 

3. In the Approve menu, select Approve Timecard. 

4. When the confirmation message appears, click Yes. 

5. You can check results for mass approvals in the Group Edit Results widget. 

Approving the timecard will lock 

employees from making further changes 

to their timecards. 

Timecard approval impact 
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Generating Reports 

1. Open the Reports widget. 

2. Expand one of the categories and select a specific report. 

3. In the People list, select a set of employees. 

4. In the Time Period list, select a time span. 

5. Modify other options, as needed. 

6. Click Run Report. 

7. Click Refresh Status. 

8. When Complete appears in the Status column, click View Report.  

Select Reports Tab 

Use this tab to select a report and related 

options and then to run the report. 

Run Report 

Click to run the selected report 

with the selected options. 

Check Report Status Tab 

Use this tab to monitor the 

status of and view reports. 

Other Report Options 

Each report has different 

options from which to select. 

Examine and change these 

options as needed. 

Context Selectors 

Display the current employee 

set and date range for the 

selected report. To change the 

context, select a different item 

in either or both lists. 

Reports List 

Use this list to expand a report 

category and select a specific 

report. 

Description 

Displays a description of the 

selected report. 


