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The Shift Punch Report is a report designed to show R)resuas t
you which employees have issues with their = operations ~ Shift Manager
timecard before each pay period end
Scheduling , Report Ty 2 Pay Peri .
Dispatching Roshal v Facility v Punch .Hepon v 2.“'24202.6 - 2/16/2026 v
@ - Select the Shift menu option and navigate to [ ew |
the Timecards Tab
fequests Filter 2 2 Records RT TO CSV
2 + Change your Report Type filter to Punch ° ’ 2 ® . .
Report Bitng
. Y Modify any other filters (a rea’ faci“ty or pay Invoicing req.000427 Janean Cruz [Strategic] Coleman County Medical Center Late (10 min) Early (10 min) 2026-02-07 13:00 2026-02-07 21:00
period) as you see flt |@ Shifts ‘ 1eq.000428 Janean Cruz [Strategic] Coleman County Medical Center 2026-02-08 14:00 2026-02-08 22:00
. Frorn here you can view all employees and (<[ <[5 [ 5] rmeren Edit Timecard x
their Punch Report for each order Il Reports  ~ 8 !
4 .« Start Punch: Shows either late or early O sewp .
and by how many minutes © Messaging < ) oo
® . EndPunch: Shows if missed, late or — 5 B
early and by how many minutes
6 « Break Punch Issues: Shows if missed ] [moe r

7 + Break Duration Issues: Shows if it was a

long break or short break and by how . °
many minutes
® - Clickinside an entry to view and edit the
; =3

employees Timecard for that specific order
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The Clinic Punch Report is a report designed to show R)roswa <o s fudelen
you which employees have issues with their timecard . opersions~ c”nic Manager

before each pay period end
Scheduling 2 .

Dispatehing Hloshz\\ v ‘ Clinic }:unc‘hrﬁopart v i‘ssiﬁlzu‘Zb.-Bs'ld’ZDZb -
@ - Select the Clinic menu option and navigate to e

the Timecards Tab

Requests

2 + Change your Report Type filter to Punch Report - Q | 2Recos
. : . 4 5 6 7
3 . Modify any other filters (area, clinic or pay Bing
pe r|0d) as you see f|t Invoicing £re.000045 Nick Imrich [TEST] Imrich ER Long Break (50 min) 2025-08-11 03:00 CDT 2025-08-11 09:00 CDT
Shifts cre.000045 Nick Imrich [TEST] Imrich ER Late (30 min) Missed 2025-08-12 03.00 COT 2025-08-12 09.00 COT
* From here you can view all employees and their |o o @
Punch Report for each order . Edit Timecard x
i, Reports . ‘ & ‘ < ‘ > ‘ » | Page 10f1 7 .
4 -+ Start Punch: Shows either late or early U mp————— i
and by how many minutes @y — -
® - End Punch: Shows if missed, late or early 9 Messaging -~ —_—
and by how many minutes @ Help . -
6 -+ Break Punch Issues: Shows if missed B (&) [ emee [ ] r_J
7 * Break Duration Issues: Shows if it was a
long break or short break and by how [ i T
many minutes
. . . . . [T h| Break M
® - Clickinside an entry to view and edit the ) Lo '
employees Timecard for that specific order

(shows all timecards for the entire clinic)




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
2 + 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

4 + Status:
« ® -begin/end punch issues or break issues
. — variance issues only
e . —noissues
® - Total Events: Number of orders user had
6 < Begin/End Punch Issues: If the begin or end punch was missed
7 + BreaklIssues: 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

® - Clickinside each record to view that users full Punch Report for the
specific pay period

0 -« Click again on the specific punch report to view and edit the Timecard
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Punch Report: Mon Feb 02 2026 - Mon Feb 16 2026 X
Janean Gruz Q | 2Records .
0 1eq.000427 Janean Cruz [Strategic] Coleman County Medical Center Late (10 min) Early (10 min) 2026-02-07 13:00 2026-02-07 21:00
req.000428 Janean Gruz [Strategic] Goleman Gounty Medical Genter 2026-02-08 14:00 2026-02-08 22:00
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