
Timecard Punch Report Training
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Shift Punch Report

The Shift Punch Report is a report designed to show 
you which employees have issues with their 
timecard before each pay period end

• Select the Shift menu option and navigate to 
the Timecards Tab

• Change your Report Type filter to Punch 
Report

• Modify any other filters (area, facility or pay 
period) as you see fit

• From here you can view all employees and 
their Punch Report for each order

• Start Punch: Shows either late or early 
and by how many minutes

• End Punch: Shows if missed, late or 
early and by how many minutes

• Break Punch Issues: Shows if missed

• Break Duration Issues: Shows if it was a 
long break or short break and by how 
many minutes

• Click inside an entry to view and edit the 
employees Timecard for that specific order
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Clinic Punch Report

The Clinic Punch Report is a report designed to show 
you which employees have issues with their timecard 
before each pay period end

• Select the Clinic menu option and navigate to 
the Timecards Tab

• Change your Report Type filter to Punch Report

• Modify any other filters (area, clinic or pay 
period) as you see fit

• From here you can view all employees and their 
Punch Report for each order

• Start Punch: Shows either late or early 
and by how many minutes

• End Punch: Shows if missed, late or early 
and by how many minutes

• Break Punch Issues: Shows if missed

• Break Duration Issues: Shows if it was a 
long break or short break and by how 
many minutes

• Click inside an entry to view and edit the 
employees Timecard for that specific order 
(shows all timecards for the entire clinic)
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Timecard Rollup

The Timecard Rollup is a new report view designed to summarize the Shift 
Punch Report and Clinic Punch Report to see which employees have issues 
during the specific pay period

• Under Reports, select the Timecard menu option

• Choose your Report Type: either Shift or Clinic

• Modify any other filters (area or pay period) as you see fit

• From here you can view all employees and their Timecard Rollup for 
the specified pay period

• Status:

•  – begin/end punch issues or break issues

•  – variance issues only

•  – no issues 

• Total Events: Number of orders user had

• Begin/End Punch Issues: If the begin or end punch was missed

• Break Issues: If the break was missed, too long, or too short

• Variance Issues: If the variance for each order was more than 
15 minutes compared to the actual duration of the order

• Click inside each record to view that users full Punch Report for the 
specific pay period

• Click again on the specific punch report to view and edit the Timecard
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