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Supervisor / Manager  
Daily Routine 

 
This guide provides a simple overview of the core daily responsibilities for Supervisors and Managers 
using Attendance on Demand. Depending on your organization’s configuration, some tasks may vary. 
For in-depth training, please visit our TRAINING WEBSITE. 

STEP 1 - MONITOR EMPLOYEE ACTIVITY AND EXCEPTIONS 
These tasks should be performed daily to ensure employee time and attendance records remain 
accurate. 

DASHBOARD 
The Dashboard displays daily employee activity in a calendar format. It is an excellent tool for 
monitoring attendance and making corrections. 

• Each item on the Dashboard can be clicked for more detail. 
• Highlighted items indicate potential issues that require review. Selecting one will open the 

employees’ timecard for further action. 

 

NOTE: Dashboard items may vary based on system settings. 

https://advancedtime.com/support/training/training-center/
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UNREVIEWED ISSUES 
This summary displays all employees with unresolved issues for the current pay period. 

• Click an employee’s name to go directly to their timecard. 
• After making corrections, you can easily navigate to the next employee from the Unreviewed 

Issues list. 

 
 HINT: Click column headers to sort the list. 

 

HOURS SUMMARY / TIMECARD HOURS 
Similar to Unreviewed Issues, this summary displays employee hours by pay period. 

 

HINT: Use this to confirm employees are trending toward the correct number of hours. 

 



 

 
3 

 

TO DO LIST 
Located in the top-right corner, the To Do List displays outstanding 
items that require action, most commonly missing punches and 
leave requests. 

This list helps ensure all issues are resolved before payroll is 
processed. 

 

STEP 2 – MAKE DAILY ADJUSTMENTS 
When reviewing employee activity, you may need to make 
corrections. Whether you navigate from a summary tool or search 
for an employee directly, AoD typically brings you to the Timecard Editing page. 

 

Most Common edits you can perform: 

Edit Description 
Adding/Editing Missing Punches Add, edit, or delete punches 
Crediting Hours or Dollars Credit any type of time or dollars on a day 
Editing Schedules Add, edit, or delete schedules 
Transferring/Reallocating Hours Transfer hours to another Workgroup (department / 

position) 
Reallocate Pay Designation Reallocate hours on a day.  (e.g., OT → Comp Time) 
Add Notes or Comments Provide additional context on an employee’s day 
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STEP 3 – MANAGE LEAVE REQUESTS 
While the To Do List also shows pending time-off requests, you can also review and manage them 
through the Leave Requests screen. 

The Leave Management page includes: 

• Details of each request 
• A list of other employees with approved or pending requests 
• Options to Approve, Deny, or Modify a request 

 

STEP 4 – CONFIRM HOURS FOR PAYROLL PROCESSING 
Before approving employees for payroll: 

• Ensure all issues are resolved 
• Confirm all leave requests have been addressed 
• Review employee hours using available reports and summary sheets under Reporting 

This step ensures accuracy and reduces payroll corrections.  
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STEP 5 – APPROVE EMPLOYEES FOR PAYROLL PROCESSING 
Once all hours and corrections are complete, you can approve employee timecards for payroll. 

OPTION 1 – APPROVE INDIVIDUALLY 
View the list of employees requiring approval, click the first employees name, approve their timecard, 
and continue to the next employee. 

 

OPTION 2 – APPROVE ALL EMPLOYEES 
If available, select the option to Approve all Employees in List.  

 
WARNING: If there is a list of employees with unresolved issues, they must be corrected before 
approval. 
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