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Punch Exception Codes
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When employees deviate from the schedule expectations, the system generates an exception. For
an exception to populate on an employee’s timesheet, a schedule must be entered for the
employee. Below are the exceptions that could populate on an employee’s timesheet based on

their punches.

Standard Punch Exceptions — which are highlighted yellow on the employee’s timesheet

& Timesheet Edit

Abbreviation | Description
El Early In Employee punches in before the scheduled start time.
EO Early Out Employee punches out before the scheduled end time.
LI Late In Employee punches in after the scheduled start time.
LO Late Out Employee punches out after the scheduled end time.
AB Absent Employee did not punch in/out during the scheduled time.
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Time > Reports > Time Allocation > Exceptions Summary By Week
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