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Manage Timecard Tile

The Manage Timecards Tile allows managers to have a consolidated view of timecards with exceptions, pending changes, or those
that can be approved.

About Manage Timecard Tile

® Managers can easily navigate to the Employee Timecards page from the Manage Timecards tile for further editing and
review.

® Any employee showing in the Must fix or Pending category cannot have their timecard approved until it is reviewed and
corrected.

® Clean timecards should always be reviewed prior to Approving for the pay period.

Navigating the Manage Timecard Tile
e The date range defaults to the current pay period, you can change your dates by selecting the drop-down menu.

e The Must Fix category indicates employees who have missed punches and/or unexcused absences. You will not be able
to approve these timecards until the exceptions have been addressed.

e The Pending Changes category shows the number of timecard edits that an employee(s) has submitted for your
approval/refusal. All pending edits must be approved or refused, or you will not be able to approve the timecard at the
end of the pay period.

e The Clean Timecards category are timecards that have no exceptions. These timecards still need to be reviewed prior to
approving for the pay period.

Click the blue arrow to see ALL timecards
in your department.

Manage Timecards ~>

Change date range || currentpayperiod ~

Must Fix
1 1 Unexcused Absence >

. sp‘i:gci;:gs]ch"“ges Click the blue arrow next to each category
% to see those specific timecards.

Clean Timecards

4 Timecards with no >
exceptions

© 2021 UKG Inc. All rights reserved. For a full list of UKG trademarks, visit www.ukg.com/trademarks. All other trademarks, if any, are the property of their
respective owners. No part of this document or its content may be reproduced in any form or by any means or stored in a database or retrieval system without the
prior written authorization of UKG Inc. (“UKG”). Information in this document is subject to change without notice. The document and its content are confidential
information of UKG and may not be disseminated to any third party. Nothing herein constitutes legal advice, tax advice, or any other advice. All legal or tax
questions or concerns should be directed to your legal counsel or tax consultant.

Liability/Disclaimer

UKG makes no representation or warranties with respect to the accuracy or completeness of the document or its content and specifically disclaims any
responsibility or representation for other vendors’ software. The terms and conditions of your agreement with us regarding the software or services provided by us,
which is the subject of the documentation contained herein, govern this document or content. All company, organization, person, and event references are
fictional. Any resemblance to actual companies, organizations, persons, and events is entirely coincidental.



http://www.ukg.com/trademarks

