Using the Timecard Audit Tab in eSTART R s1arT

State of Alabama

Accessing the Audit Tab
Access an employee’s timecard and select the Time Period to review audits.
Click the Audits tab.
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Types of Edits Description

All Displays all timecard edits made for the selected employee’s timecard in the selected
Time Period.

Displays only timecard edits made to the In or Out punch columns for the selected
Punch (Add/Edit/Delete) employee’s timecard in the selected Time Period, including the attachment of
comments.

Displays only timecard edits made to Pay Code and Amount columns for the selected
Pay Code (Add/Edit/Delete) employee’s timecard in the selected Time Period, including the attachment of
comments.

Displays only timecard edits made using the Hours Worked pay code for the selected
Hours Worked (Add/Edit/Delete) | employee’s timecard in the selected Time Period, including the attachment of
comments. You are unlikely to see or use this type of edit.

Duration (Add/Edit/Delete) This feature is not utilized at this time.

Approvals/Sign-offs Displays all employee and manager approvals as well as sign-off date and time.

Justification (Add/Edit/Delete) This feature is not utilized at this time.
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Audit Tab Column Descriptions

Date/Time
The effective date

and time of the edit.

Account
The account to which the
edit is attributed, if different

Work Rule
The work rule used with

the edit, if different from

Comment

The comment

attached to the edit.

eSTART

User

The user name of the
person who made the

. 0 f
from the primary account. the employee’s primary edit.
work rule.
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121972013 | S00PK Delete Punch 2t Punch 1152014 12:59PM (GM...| Johnd Mansg... | Timecard Editor
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Common Edit Type Descriptions

Types of Edits Description

Add/Delete Punch Displays actions of adding or deleting a punch.

Displays punch edits, including punch overrides, and marking and

Edit Punch (description) unmarking punches as reviewed.

Add/Delete Comment (Punch or pay code) Displays edits to punches and pay codes, to attach or remove comments.

Add/Delete Pay Code Displays actions of adding or deleting pay codes.

Approval Displays approvals by employees and managers.

Displays a system-generated edit that occasionally occurs when an edit is
made to a pay code that is auto-populated in the timecard. It indicates a
behind the scenes interaction between the schedule and the timecard
during a timecard save.

Suspend Pay From Schedule for Specific
Date (uncommon)
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