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STEP 1

From the Time Management tile, click "Web Time Sheet Read Only."

STEP 2

Any missing punches are indicated with two question 

marks (??). Click "??" to correct a missed punch.

STEP 3

In the Request New Punch pop-up window, enter the 

date and time of your missed punch. If necessary, enter 

a reason for your request. Then, click "Add Request."
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STEP 4 A confirmation message confirms your punch request was saved.

Pending punch requests have an exclamation point icon next to the punch time until a manager approves the punch 

change request.

helpful tips
Punch Change Requests can also be submitted directly from the Punch Change Request Dashboard.




