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Status of Punch Entries

The following outlines the actions that can be taken when an entry is in each status by an employee (E) and by a
user with Supervisor role (S) in the office.

Entries Actions

Status Description View Edit* Cancel* Reject

E|S E S| E SJE |S

Unvalidated Entry has been saved and the
system is checking the backend rules

Pending Entry has been saved and is JIv 1 v J |V
awaiting review by supervisor

Approved Pending entry has been reviewed N V4 N4 v
and approved by supervisor and is
ready for billing/payroll

Canceled An approved entry has been NS4
canceled by
Rejected Pending entry hasbeenreviewedand | v | v

rejected by supervisor and is not
eligible for billing/payroll

Batched Approved entry has beenincludedinal v | v 4 4
pending payroll batch
Processed Approved entry has been processedin] v | v 4 4

a payroll batch

Note: EVV (Electronic Visit Verification) = Yes (This means that the Client/Family has approved your hours.)
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ATENCION: si habla espafiol, tiene a su disposicién servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
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