Customizing Late, No Show,
Termination Reasons

Last Modified on 02/15/2024 2:44 pm MST

Customizing Late, No Show,
Termination Reasons

In Teamwork you can create custom reasons for when an employee is late, no shows a
shift, or is terminated. There are stock reasons that come standard in every account, but
there may be scenarios where you'd like to cultivate a broader set of options for your
managers.

Navigate to the menu option Late [ No-Show [ Term [ Scorecards from the Gearwheel
menu.
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Create a new reason under each ‘reason type”

Late / No-show / Termination Reasons
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Refer to the following key for settings on each individual reason:

1. This icon allows you to drag and drop the reasons to change their order

2. The point associated with the reason can impact the Employee Scorecard report

3. If default is selected, this will be the default reason whenever an employee no-shows
4. Active determines if this reason will show up in the drop down menu associated
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Note the following examples:
1. No show - display in the daily summary
Yurchenko, Langth
Anastassyia Scheduled: 4:00pm 10:00pm 5.50
FOH Training No sHow | caled off v|
no show notes l
4
2. Late Reasons - display in the daily summary
Almeida, Jean Langth
@D 1442 scheduled: 8:00am  2:00pm 8.00
Worked:  B:13:54am  CLOCKEDIN 424
Breaks Expected 0 mins
Total Breaks 0 mins

Clock-in [ATE 00:13 (HH:mm)
3. Termination Reasons - display when you inactivate an employee


https://support.dolceclock.com/help/employee-scorecard-setup

Warning:
This employee works at the 'Admin’ schedules. Is it OK to
inactivate for the listed schedules? (If the intent is to remove
from only one schedule, remove that Schedule from the profile
settings tab 'Schedule/Roles’). All shifts assigned to this
employee in All Schedules will be moved to 'Unassigned..

Terms:| available for Rehire  ~

Reason:| |

I Inactivate l \ Cancel I




