
 

 

Required Comments 
When entering in a pay code or editing a punch in an employee time card you will be required to add a comment. If 
there is no comment a box will pop up with the required comments needed. 

Once an edit is made a comment box will appear after hitting the SAVE button. 

1) Select the Comment Box 
2) A link will display below to Add Comment 
3) Select your comment choice and add note 

 

 

 

If a punch needs to be to be deleted and it already has a comment you will need to add another comment, not “add 
another note”, to why you’re deleting the punch. This will be stored in the audit log. 

Select “Add Comment” 

Select Comment box 



 

 

Comment Tips: 

• It is recommended that you make one edit at a time until you get use to adding 
comments. 

• Make edits one line at a time and not multiple 
• If you need to delete comments it is recommended you delete the individual punches 

and add comments instead of deleting the entire row. 

 

Select “Add Comment” to 
add another comment 


