HOW TO REQUEST TIMESHEET CHANGES
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On your Home Page,
select Current Timesheet
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= Time Sheet: June 07, 20156 - June 20, 2015
s This Is Your Current Timesheet
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Date Labor Level Cancel Lunch Time Off In Date From To Total Calc. Total
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Day Total 2.00 8.00
B Tue9 No Data
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| Thu 11 No Data
o | Fritz No Data
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On the bottom of the screen,

Sun 14 No Data

click on Change Requests
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Request Timesheet Change

Change Type

Add Punch In
Add Punch Out
Mudlfy Punch In
Modi Punch Out

Selecting Change Requests
opens the Request Timesheet
Change window.

Choose Change Type from
drop down list.

[®8 submit changes () Close
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Request Timesheet Change

If you are requesting a missed
T Punch Out/In, Choose the
(mu"cnmt — Date, from the drop down list

Date Wed 17 ¥

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
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Request Timesheet Change

Change Type Modify Punch Out «

(E’{m
\ If you are Modifying an existing time

punch, click the Notebook/Pencil
next to the date you are Modifying

M s.bmit Changes ef.luse
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Request Timesheet Change

Change Type Modify Punch out + Enter the Punch In/Out time
= SekectDifferent Time Eniry that is being modified in the

cai Time Eniy / To: box. Please remember to
Date 06M17/2015
’7'ﬁme From |04:04p |To 7:45p| otal Time 0.00 enter A for AM or P for PM.

Click on Submit Changes or
the Green Flag

| submit changes e Close
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This will open the screen for
you to enter a reason for your
request.

Request Timesheet Change

Request Change Comment

Please enter reason fu:re:uestingatimesheetchange You must enter a reason to
continue.

Reason

Once you have entered the
reason, click on the Request
button
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& Time Sheet: June 07, 2015 - June 20, 2015
# This Is Your Current Timesheet

@ Tmeshestchange requestsaves. On the upper left hand corner
' of the page the message

[ cocron "Timesheet change request
Exceptions | Calc. Detal | Cale. Summary |  Summary By Day saved" will appear.
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My Benefits
My Direct Deposits

s To check that the request was successful,

My Learning

. Goto: My Account>
My Schedule

o My Timesheet>

My Tax Information
B Teaneer — Timesheet Change Requests
Myjcboliems My Historical Timesheets

Timesheet Change Requests
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Wy Account ) My Timesheet | TimesheetChange Requests | Timesheet Change Requests

This screen will show your
requests.

Time Entry Date: Calendar Range ¥ This Week - (06/15/2015 — 06/21/2015)

View: [Defaut] = .  RowsOnPage [z0 - 4Rows D)

Time Entry Date Request Type Status Field Old Value Bn Date
N
7] M Add Punch Out Add Punch New 07:30p 06/07/2015 061202015 06/17/2015 04:13p
x 061712015 /Add Punch Out Add Punch News 07:45p 06/07/2015 06/20/2015 06/18/2015 07:48a
[ #® oenrens Add Punch Out Add Punch New 07:00p 0810772015 061202015 06/18/2015 07:51a
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