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to Request a Punch Change

Time and Attendance

----------- ) STEP1

Navigate to Time Management >
Web Time Sheet Read Only.

Any missing punches

will be indicated with two
question marks (??) and an
exclamation point (!) within
a red triangle. To correct a
missed punch, click “??)

< Back

Time Management

Web Timesheet Read Only
Punch Chet

Availability

Schedule Calendar

Schedule Exchange
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Web Timesheet Read Only

Read-Only Time Sheet Schedule >
(]
01/06/2020 - 01/19/2020

(Current Period)

EXPAND ALL
@ Geolocation services enabled on
10/14/2019 09:48:42 Geolocation: On

Mon 01/06

IN 11:38 AM

Allocation

900-Fort Worth-Director of Opera
out
Missing Pur\g

Tue 01/07
Wed 01/08

Thu 01/09

EM PLUYEES Visit the Help Menu for the most up-to-date version of this guide.
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to Request a Punch Change
Time and Attendance

.............. O STEP3

On the Add Punch pop-up
window, enter the date and

. . Add Punch
the time of your missed .
punch, then click "Add

n 01/13/2020

Punch! :
Make any change needed o
such as adding, editing or
deleting a punch,

ADD PUNCH

............. ® STEP4

A confirmation message
appears.

Web Time Sheet

Time Sheet Schedule Except >

=
01/06/2020 - 01/19/2020 o & 5
(Current Period)

EXPAND ALL

Geolocation services enabled on
10/04/2019 12:58:31 Geolocation: On

Mon 01/06

Tue 01/07

Wed 01/08

Punch Edited.
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