
HOW TO REQUEST TIMESHEET CHANGES

 

On your Home Page,  
select Current Timesheet  

 

On the bottom of the screen, 
click on Change Requests 



 

Selecting Change Requests 
opens the Request Timesheet 
Change window. 
 
Choose Change Type from 
drop down list. 

 
If you  are requesting a missed 
Punch Out/In, Choose the 
Date, from the drop down list 
that needs the change. Enter 
the Punch In/Out time missed. 
Please remember to enter A 
for AM or P for PM. 
 
Click on Submit Changes or the 
Green Flag 



 
If you are Modifying an existing time 
punch, click the Notebook/Pencil  
next to the date you are Modifying  

 
Enter the Punch In/Out time 
that is being modified in the 
To: box. Please remember to 
enter A for AM or P for PM. 
 
Click on Submit Changes or 
the Green Flag 



 
This will open the screen for 
you to enter a reason for your  
request.  
 
You must enter a reason to 
continue. 
 
Once you have entered the 
reason, click on the Request 
button 

 
On the upper left hand corner 
of the page the message 
"Timesheet change request 
saved" will appear. 



 
This screen will show  your 
requests.  

 
To check that the request was successful,  
    Go to: My Account>  
 My Timesheet>  
 Timesheet Change Requests 
 


