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Note: Manager edited punches appear with a black triangle in the upper right corner and are date and time 
stamped for audit purposes.  

 
 

Delete Punches  

1. Select the punch, then press Delete on your keyboard. 

2. Click Save. 

 
Add Comments to Punches  

Comments should always be used when making edits to the timecard as they provide important details when auditing 
timecard history. For example, if you 


